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Panem University Archives Policy for Digital Preservation 

MISSION STATEMENT 

Panem University Archives [PUA] recognizes its unique role in developing strategies for the 

long-term preservation of digital assets that are part of its collection. PUA is committed to 

providing access to digital assets, including both mandated records and special collections 

selected to meet the strategic vision of Panem University. PUA supports the mission of Panem 

University to enrich the intellectual life of scholars worldwide. Partnering with the University 

Library, PUA supports both new knowledge discovery and long-term access to the Archives.. 

PUA partners with University Technological Services division, University departments, 

and with other institutional partners dedicated to refine, develop, and share expertise within the 

information community to ensure long-term access to digital assets (USC, 2010). PUA supports 

the University’s mission and commitment to making continued access to digital resources 

available to support academic scholarship. 

 

DIGITAL PRESERVATION PLAN 

The Archives’ central mission is to provide long-term access to its collections. The criteria for 

selection of, and decisions regarding retention are applied to all assets included in PUA. The 

policies laid out in this plan support these objectives: 

• It is our mission to ensure the preservation of, and continued access to, the digital assets 
in our collections; 

• Safeguard our collections to maintain the authenticity of assets within the collections; 

• Reformat digital assets and hardware to current standard as needed to preserve the 
intellectual content. (Bishoff, 2010) 

Preserving access to our digital collections requires hybrid strategies to prevent file corruption, 

deterioration, or irreversible damage to our assets. Strategies include migration, duplication, and 
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when necessary, reformatting assets to preserve their intellectual content. The preservation 

strategies outlined in this document are based on current best practices in digital preservation.  

Acquisition Policy 

We acquire and create digital materials that meet Panem University’s organizational 

requirements, as well as to content which “represents and highlights the University’s 

research and scholarship” (Oehlerts & Liu, 2012, p. 88). Each digital asset selected for 

inclusion in the PUA’s digital archives is assigned a Tier of Priority for Preservation (see 

section 2.1.2 Format). 

 The content of the Archives consists of institutional records mandated by the 

Board of Regents. PUA works with individual departments on campus to acquire theses, 

dissertations, University publications, faculty papers, conference proceedings, student 

research papers, and posters (Oehlerts & Liu, 2012, p. 88). As a land grant institution, the 

University is responsible for the preservation and maintenance of access to digital assets 

as evidence of adherence to Federal and State laws and regulations.  

Data Description 

The digital collections of PUA includes: Theses, dissertations, and academic research for 

University departments; emails, financial, and administrative records from University 

administration; audio and video recordings of conferences; and datasets collected and 

maintained by University departments. The sources of digital collections include: 

• Digital assets created by PUA through digitization,  

• Born digital assets created by the University for which the PUA has a mandate to 

preserve, 

• And born digital assets acquired through selection, purchase, or donation. 
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Preferred File Format  

PUA will accept data and documentation in the following preferred formats for archiving. 

Depositing data in platform-independent and non-proprietary formats can make the 

processing and release of data faster and more efficient. PUA advocates for file formats 

are identified as most likely to be preserved for long-term preservation and access. 

Factors considered for ranking accepted file formats include public availability of 

documentation, compression levels, adoption levels of specific file formats, and the 

ability to convert to other formats. 

The following digital asset format types are listed in order of preference: 

Digital asset type Preferred format Supported format 

Text  PDF/A ASCII, Unicode, PDF 

Audio WAVE AIFF, MP3, AAC 

Video MPEG-4 MPEG-2, MPEG-1, AVI 

Image TIFF PNG, JPG, JPG2000 

 

Intellectual Property Rights  

PUA must obtain sufficient control of acquired digital assets in order to preserve them. 

The OAIS model recognizes the separation between physical objects and their digital 

counterparts. PUA complies with the intellectual property rights/other legal rights related 

to the creation of digital surrogates and modifications of digital assets. The University 

Board of Regents has created limitations on the restrictions placed upon digital objects 

controlled by PUA. The Archives reserves the right to reject any submission that imposes 

limitations on the transfer of intellectual property rights. 
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ARCHIVAL PROCESSING 

PUA collects detailed information about the acquired digital assets. PUA staff describes the 

acquired objects, determines if the digital files meet the desired formats, and designates to which 

collection the submission belongs. The preparation of files for archival preservation begins with 

this process. The detailed information gathering is the first step in the preservation process. This 

information helps us prepare the files for preservation (Oehlerts & Liu, 2012). 

PUA complies with the Open Archival Information System [OAIS] reference model 

standard. Acquisition of digital assets includes selection, transfer, and ingestion of a digital 

object. According to the OAIS model, long-term preservation does not mean permanent. At this 

time, we are unable to guarantee that digital assets will remain available perpetually. PUA is 

currently working to ensure that digital assets remain available to a designated community.  

Metadata  

Metadata is essential to the preservation and disposition of PUA’s digital assets. The 

Archives employs the PREMIS Data Dictionary to define preservation metadata to ensure 

consistency across collections. Metadata is created both automatically by systems and 

software, and by the Archives’ staff manually recording information that cannot be 

captured by system or software (Oehlerts & Liu, 2012). Preservation metadata includes 

the following: 

• Administrative metadata that manages provenance, rights, and permissions; 

• Technical metadata that describes the hardware and software needed to 

maintain the digital asset; 

• Structural metadata that identifies the context of and relationship between 

digital assets; 
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• And Descriptive metadata that documents the history of an asset, including 

any actions taken to maintain, preserve, and provide access to the digital asset 

(Yale Library, 2007). 

Archiving and Preservation  

PUA collaborates with partnering institutions to mitigate the “impact of changing 

technology, including support for new media and data formats” (OAIS, 2012, p. 1-1). The 

University Archives makes every effort to preserve the original context of the digital 

assets in its collections, but will sacrifice formatting to preserve the information 

contained within the digital object. The look and feel of the original digital born object 

may differ from the presentation of the information within the PUA system. Every effort 

is made to preserve both, but as technology advances, choices will be made to preserve 

the information rather than presentation. 

 As files from Panem University’s academic and/or business realm are submitted 

to the University Archives, the files are appraised to verify them as authentic and reliable.  

The files are described using PREMIS [Preservation Metadata: Implementation 

Strategies] Data Dictionary. Together, the content of the digital object and the 

Preservation Description Information [PDI] is known as an Information Package. The 

PUA staff creates Information Packages to submit to the preservation repository. These 

Submission Information Packages [SIP] are stored as Archival Information Packages 

[AIP] and distributed as Dissemination Information Packages [DIP].  

Data Organization 

The Archives takes special consideration about digital-born collections. All versions are 

to be treated and preserved equally. If the collection presents privacy concerns, the files 
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will be inaccessible. Deleted files discovered by forensic tools will not be recovered. The 

rights of creator of digital files are considered published, and the intellectual property 

remains with the creator. Any access constraints apply to analog and digital forms equally. 

The content of the files takes priority over the context, although every effort will be made 

to retain the context for the primary audience (Erway, 2010).  

Selection and Retention Periods  

PUA staff acquires digital objects from the University according to Submission 

Agreements. Submission Agreements reflect any mandatory requirements extant that 

reflect the retention requirements, copyright and privacy statements, and access 

restrictions (if any).  

Responsible Stewardship 

PUA partners with University Technological Services division and OCLC institutional 

partners in the effort to support long-term storage of our digital assets. This requires a 

large investment in resources. PUA and the University Technological Services’ backup, 

disaster recovery, and hardware migration strategies conform to standards and best 

practices (Yale Library, 2007). Responsible stewardship requires that assets are selected 

and stored, so that they can still be accessed over time. The assets must maintain context 

and integrity over time, including security and authenticity even if the migration of the 

asset to new formats is required as technology evolves (Yakel, 2007). 

Storage and Backup  

While the majority of digital resources are stored locally using our digital division, 

stewardship is also entrusted to partnering OCLC institutions. The preservation plan 
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includes any actions that PUA deems necessary to migrate content in order to mitigate the 

effects of media obsolescence while ensuring the authenticity of the digital assets. 	  

 The University Technological Services has designated repositories for the PUA. 

The backup strategy includes redundancy as a necessary step in the preservation of our 

digital assets. Digital assets are fragile. PUA protects the digital collections by storing 

multiple copies in different locations. The authentic copies of our collections are also 

held at OCLC partners’ locations, as we also house the collections of OCLC partners. All 

partners are in agreement that as technologies change, our collections will be migrated to 

new hardware. This is a continuous effort to preserve digital assets for the long term 

(Yale Library, 2007). Infrastructure development is not funded from the Archives’ budget, 

but is instead shared broadly within Panem University and across a network of 

institutions that share our mutual goal of preservation of scholarly assets (Fenton. 2004). 

Security  

Procedures are in place to ensure the authenticity of our digital assets. The University 

Technological Services has procedures in place to protect the collections from 

unauthorized access or modification. The segregated PUA collections are located in a 

secure area. The servers are updated with virus protection, and secure administrator 

logins (Yale Libray, 2007).  

 

DISASTER PREPAREDNESS 

PUA has a risk management plan to protect our digital assets from loss or damage due to man-

made, or natural disasters. Risks associated with preservation of digital-born materials include: 

bit rot; obsolete media, hardware, and software; determination of authenticity (Erway, 2010). 
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During the annual review of the PUA’s Policy for Digital Preservation, a risk assessment is 

conducted. Risk management is an important part of long-term digital preservation.  

 PUA keeps copies of its digital holdings in collaboration with Panem University Library 

digital systems division and the University’s technology services division. Additional copies are 

held at partnering institutions, employing the LOCKSS [Lots of Copies Keeps Stuff Safe] 

strategy (Oehlerts & Liu, 2012). 

 

ETHICAL GUIDELINES 

In order to protect data privacy and encourage research, datasets are available only to researchers 

that have obtained consent of the University’s IRB. There are several datasets available to the 

community where the participants of the study have signed a consent statement that doesn’t 

prevent the dataset from being shared.  

Legal Requirements 

PUA complies with the “Intellectual Property rights and/or other legal rights related to 

copying, storage, modification, and use of its collections” (Yale Library, 2007, p.4). The 

PUA will protect the records submitted by University departments by mandate. The 

records will be retained according to the Panem University Records Retention Schedule. 

All other submissions covered by Federal and State regulation will be accepted only 

under specific agreements with the donor.  

 

USER ACCESS 

Access to the digital assets of PUA will be “provided using the most up to date technology 

available at time of use” (USC, 2010, p. 4). Access will be granted complying with restrictions 
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designated by State and Federal laws, regulations, licenses, and donor agreements. “Depending 

upon licensing and image rights, images [may be] accessible only to those who have permission 

to view them” (Frisch, 2012, p. 12).  PUA will maintain the necessary technology to provide 

access to an acceptable presentation of the digital assets in its collection. In addition, PUA will 

maintain the cataloging index so that digital assets can be located with efficiency and reliability. 

Audience  

As a land grant University, the Archives is committed to providing free and open access 

to its digital collections. In addition to academic researchers, the PUA anticipates that the 

University Board and State policymakers will use its digital collections. 

 

MODES OF ACCESS 

PUA features a public reading room that is shared with the Panem University Library’s Special 

Collections department. Special collections is able to serve up to twenty patrons and is staffed 

Monday through Saturday 9am to 5pm. No appointment is necessary. The Archives digital 

collection is open to all researchers without cost. A photo ID is required for registration prior to 

accessing the collections. PUA has professional archivists, paraprofessionals, and graduate 

students available to assist in searching or accessing our digital collections. 

Access and Sharing 

As an academic digital repository, our goal is to preserve our digital collections and make 

some portion of current student and faculty work available immediately. By sharing our 

digital assets with scholars, it is our hope to increase the productivity of academic 

researchers. Part of PUA’s collection is datasets collected and maintained by University 
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departments. These datasets are available only to researchers that have obtained consent 

of the University’s IRB.  

 Some collections that are part of PUA’s digital collection are unavailable due to 

access and privacy rights. The Archives will maintain these dark collections until the 

conditions have been met to grant access to the collection. 

 

ASSESSMENT 

In an effort to preserve the availability of digital assets, PUA will maintain information regarding 

the rights and permissions governing access to digital assets. This policy will be reviewed and 

updated annually to reflect advancement in the technology of digital preservation.  

Quality Assurance 

This Policy for Digital Preservation will be reviewed annually to ensure that it reflects the 

current best practices in digital preservation. During the annual review of the PUA’s Policy for 

Digital Preservation, a risk assessment is conducted, and processes are updated as needed. 
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