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Introduction

The Yale Descriptive Metadata Element Set and Guidelines establishes a base standard for descriptive metadata used for materials in Yale University digital collections. The Yale element set and guidelines are a starting point or base for any application of metadata standards to resources in Yale University digital collections. 

The Yale element set and guidelines are designed to be used within a broad context of policies at Yale University and to serve many purposes. Use of the Yale element set and guidelines does not preclude use of other guidelines or metadata standards such as AACR2, MARC21, MODS, CCO, or VRA Core 3.0. Such guidelines or standards should build on or extend the Yale element set and guidelines. The Yale element set and guidelines may be supplemented with additional elements and instructions for particular digital collections at Yale University to meet the needs of users, the requirements of particular databases, or support of services—such as digital preservation. 

The chief focus of the Yale element set is descriptive metadata. However, the set includes some administrative or technical metadata elements, for example, elements for rights management, repository, and the record ID.  Such non-descriptive elements are included to support database and collection management activities.   

Purposes

The Yale element set and guidelines support management and use of digital collections at Yale University by providing for a minimum of descriptive metadata.  These managerial and use functions can be generally understood in light of the IFLA Functional Requirements for Bibliographic Records (FRBR) user needs: find, identify, select, and obtain.  Specific managerial activities and end user services depend upon meeting these four basic needs. The Yale element set and guidelines are designed to provide descriptive metadata to meet these user needs. 

Specific objectives for descriptive metadata made according to the Yale element set and guidelines include the following.

1. Identify the information object and its digital surrogates (both in a native context or database and beyond it, as in an OAI-PMH environment).

2. Relate the information object and its digital surrogates to other information objects.

3. Support discovery of the information object and its digital surrogates by means of tools for database-specific searching, tools for federated searching, tools for harvested metadata searching, and tools for Web searching.

4. Facilitate use of the information object and its digital surrogates by faculty, students, and staff at Yale University. 

Credits:

The Yale element set and guidelines are based on the Dublin Core Metadata Element Set, but is extended and varied for application at Yale University. The usage guidelines are modeled on the Western States Dublin Core Best Practices, version 2.0, Jan. 2005 and the CDWA Lite: XML Schema Content for Contributing Records via the OAI Harvesting Protocol, Draft 0.09. The guidelines also draw upon existing Yale practices and other published metadata content standards such as the Anglo-American Cataloging Rules, 2nd edition and Cataloging Cultural Objects.

Anglo-American Cataloging Rules, 2nd edition, 2002, Revision 2004. Chicago: American Library Association; Ottawa: Canadian Library Association; London: Chartered Institute of Library and Information Professionals, 2005.

Cataloguing Cultural Objects: a guide to Describing Cultural Works and their Images (Feb. 2005 draft)

http://www.vraweb.org/CCOweb/index.html


CDWA Lite: XML Schema Content for Contributing Records via the OAI Harvesting Protocol Draft 0.09

Dublin Core Metadata Element Set, Version 1.1: Reference Description
http://dublincore.org/documents/dces/
Western States Dublin Core Metadata Best Practices, version 2.0 Jan. 2005 

http://www.cdpheritage.org/resource/metadata/wsdcmbp/
General Usage Guidelines

Works and Surrogates

Keep in mind the distinction between describing the resource itself (e. g. the original object) and describing surrogates of that resource (e.g. digital images of the original object). Many of the same metadata elements that describe the resource itself also describe surrogates of it. For instance, the elements Format and Date can refer to the resource or to a surrogate of the resource. For these two elements the distinction is made in the element set, but the distinction is important throughout the element set and the guidelines.

Language Rules

Follow the rules of the language of the database when entering descriptive information about resources. The language of the database for Yale University collections will often be English. For additional rules and guidelines, consult Anglo-American Cataloging Rules (AACR2), Archives, Personal Papers and Manuscripts (APPM) or Describing Archives: A Content Standard (DACS), or Cataloging Cultural Objects (CCO). 

· Use punctuation as required by the rules of language or to distinguish separate parts of the content within an element. For example, end an English sentence used in an abstract with a period; join beginning and ending dates with a hyphen; use a comma to indicate an inverted form of a personal name.

· Avoid abbreviations, if they would make the record unclear. When in doubt, do not abbreviate. 

· Be consistent in use of terms, punctuation, and abbreviations.

Database Issues

The Yale element set and guidelines will be used in a variety of databases. How a database handles such matters as input, indexes, displays, and architecture may introduce particular complexities or conveniences. Among these issues are: how initial articles in indexed titles elements are treated; how non-roman characters or diacritics are handled; how hypertext linking is facilitated. Addressing such issues effectively requires forethought.  Policy decisions and instructions particular to the database may be required to supplement the Yale element set and guidelines.

Template of Element Descriptions

Each element description includes the following. 

	Description Label
	Comment

	Definition
	Concept and nature of the element.

	Scope 
	Element scope and use. 

	Required
	Element is or is not required.

	Repeatable
	Element is or is not repeatable.

	Qualifiers

Refinements

Schemes
	Lists valid qualifiers from DCMI Metadata Element Set, version 1.1 and additional qualifiers used at Yale University.

	Usage Guidelines
	Guidance on content for elements and qualifiers. 

	Maps to
	Relationship of the element to the DCMI Metadata Element Set, version 1.1.

	Notes
	Any additional information about the element.

	Cross references
	See also references to other elements.

	Examples
	Instances of the element as used.


The Elements
There are 19 elements in the Yale element set. 

· Content Type

· Contributor 

· Coverage
· Creator

· Date (Digital)
· Date (Original)

· Description
· Format (Digital)

· Format (Original)
· Language

· Publisher
· Record ID

· Relation

· Repository
· Resource Identifier

· Rights Management

· Source
· Subject 

· Title
A sub-set of seven elements is required.  Six of these elements answer basic questions about the resource. Who made it? What is it called? What is it? What is it about? When was it made? Who may use it? These six elements used together can provide a metadata minimum that can support basic user tasks relating to identification, discovery, use, and management of a resource. The seventh required element is a record ID.

These seven elements are labeled required in the element descriptions below.

1. Creator (if applicable) 

2. Title

3. Content Type

4. Subject

5. Date (Original)

6. Rights Management

7. Record ID

Content Type

Definition: 

The nature or genre of the content of the resource.

Scope:  

Use the Content Type element to record a term from the DCMI Type Vocabulary for the type of content of the original resource described in the record. 

Required: Yes

Repeatable: No
Qualifiers:

Refinements: None

Schemes: 

	Scheme Name
	Scheme Label
	Definition

	DCMIType
	DCMI Type Vocabulary
	DCMI Type Vocabulary
http://dublincore.org/documents/dcmi-type-vocabulary/.


Maps to: Dublin Core Type 

Usage guidelines: 

Use the DCMI Type Vocabulary to record the content type of the original resource described in the record. 

Notes: None.
Cross references:  

To describe the physical aspects of the resource or its digital surrogate, use one or both of the Format elements with the refinement qualifiers: Medium and Extent. 

To specify the genre or content more narrowly than the DCMI Type Vocabulary supports, use the Description element.  Include terms describing general categories, functions, genres, or aggregation levels for content.  
Content Type examples:  

	DCMI Type Vocabulary
	Comments

	Collection
	Group of things, could be a mixture of these examples

	Dataset
	Statistical data file, CD-ROM of data, database

	Event
	Gallery opening, symposium, parade

	Image
	Map, stereograph, photograph, painting, engraving

	Still Image  
	photographs, paintings, drawings, graphic designs, plans and maps

	Moving Image
	animations, movies, television programs, videos

	Interactive Resource
	video game, virtual exhibit

	Service
	System that provides function for the end-user, such as e-commerce order fulfillment

	Software
	Application software such as presentation viewer, word processor

	Sound
	Sound recording

	Text
	Scrapbook, diary, poem, home page, manuscripts, music score;  Note that page images are text

	Physical Object
	Museum piece, architectural structure, monument


Contributor

Definition: 

An entity responsible for making contributions to the content of the resource.


Comment:

Use the contributor element to record the name of an individual, group, corporate body, or other entity who contributed to the intellectual or artistic content of the resource, but whose contribution is secondary to any person or organization already specified in a Creator element.  For example, the Contributor element would include editors, illustrators, and translators. 

Required: No 

Repeatable: Yes 

Qualifiers:

Refinements:  
	Refinement Name
	Definition

	Role
	Role of the named person, group, etc. E.g. artist, author, editor, engraver, director.


Schemes:  None

Maps to:  Dublin Core Contributor
Usage guidelines:

1. Use an established or authorized form of a name. 

2. Consult a locally specified authority for names, such as the Library of Congress Authorities (http://authorities.loc.gov) or ULAN.

3. If no form of the name is established for a personal name, enter a Western style name in inverted form; otherwise enter a name in the order appropriate to the language or culture.

4. If no form of the name is established for a corporate name, enter a corporate name in a brief, distinct and direct form.

5. If naming more than one contributor in the record, use separate Contributor elements for each creator.

6. Use the refinement Role to record the specific role of the person or organization named in the Contributor element.

Notes: None
Cross references:

To record primary authors, editors, etc., use the required Creator element. To record the publisher or other entity involved with production, manufacturing, or distribution, use the Publisher element.
Contributor examples:

	Personal Names
	Comments

	Morris, William, 1834-1896 (Illustrator)
	Illustrator

	Bruegel, Pieter, ca. 1525-1569 (Artist)
	Artist

	Christo (Co-author)
	Co-author

	Lin, Maya Ying
	


	Corporate Name
	Comments

	Tiffany and Company
	

	Arthur D. Little, Inc.
	

	Médecins sans frontiers
	


Coverage

Definition:  

The temporal or spatial characteristics, extent, or scope of the content of the resource.  

Scope:  

Use the coverage element to record the spatial location (a place name or geographic coordinates), temporal period (a period label, date, or date range) or jurisdiction (such as a named administrative entity) that the resource described in the record is about.  

Spatial refers to the location(s) covered by the intellectual content of the resource (i.e., place names; longitude and latitude; celestial sector; etc.) not the place of publication.  

Temporal coverage refers to the time period covered by the intellectual content of the resource (e.g., Jurassic; 1900-1920), not the publication date.  

Required: No 

Repeatable: Yes  
Qualifiers:

Refinements: 

	Refinement Name
	Definition

	Spatial
	Spatial characteristics of the intellectual content of the resource.

	Temporal
	Temporal characteristics of the intellectual content of the resource.


Schemes: 

	Scheme Name (spatial)
	Definition

	TGN
	Thesaurus of Geographic Names
http://www.getty.edu/research/conducting_research/vocabularies/tgn/

	Point
	Encoding for geographic coordinates to locate a point in space
http://dublincore.org/documents/dcmi-point/

	Box
	Encoding for geographic limits to define a region of space.
http://dublincore.org/documents/dcmi-box/

	ISO3166
	Codes for the representation of names of countries and their subdivisions
http://www.iso.org/iso/en/ISOOnline.frontpage

	GNIS
	Geographic Name Information System
http://geonames.usgs.gov/index.html

	OSGRS
	Ordnance Survey Grid Reference System
http://sewhgpgc.co.uk/os.php


	Scheme Name (temporal)
	Definition

	ISO 8061
	Internatilal standard for representing date and time

	Period
	DCMI Period
http://dublincore.org/documents/dcmi-period/


Maps to: Dublin Core Coverage 

Usage guidelines: 


Spatial

1. If using place names, select terms from an controlled list (e.g. Geographic Names Information System (GNIS), Getty Thesaurus of Geographical Names, Library of Congress Subject Headings, etc.).
2. If place name is uncontrolled, record the place name in a brief, distinct, and direct form. 
3. If using latitude/longitude, enter according to GNIS standards. See GNIS User Guide 6, Reston, VA. 1996 http://geonames.usgs.gov/gnisusersguidetoc.html
4. Record coordinates as DDDMMSSXDDDMMSSX with D=degrees, M=minutes; S=seconds, X=Directional indicator (N, S, E, or W); citing the latitude first, following by the longitude.  Note that 2 spaces are provided for latitude and 3 spaces for longitude degrees.  Use leading zeros if needed to fill up allotted spaces.   For example, to represent coordinates for Washington Monument in Washington D.C., cite as 385322N0770208W.  This translates as latitude 38 degrees, 53 minutes, 22 seconds north and longitude of 77 degrees, 2 minutes, 8 seconds west.

Temporal
1. Use free text to record B.C.E dates as in 200 B.C.E.
2. For a range of dates, use a hyphen to join the beginning and ending dates, as in 1900 – 1950.  
3. For a non-contiguous range of dates, use a combination of commas and hyphens to express the date range, as in 1920-22, 24. 
4. For an approximate date, record date with a question mark, as in 1997?  
Notes: 

Recommended best practice is to select a value from a controlled vocabulary (for example, the Thesaurus of Geographic Names [TGN]) and that, where appropriate, use named places or time periods in preference to numeric identifiers such as sets of coordinates or date ranges.


Cross references: 

See also the Subject, Publication, and Date elements. Coverage is conceptually a sub-set of the Subject element. 

Coverage examples:

	Coverage [Spatial]
	Comment

	394916N0771325W
	Latitude/Longitude for Gettysburg National Military Park

	390254N0954040W
	Latitude/Longitude for Topeka, Kansas

	290903N0891512W
	Latitude/Longitude for Mississippi River, at its mouth (end) in Pilottown, Louisiana

	442830N084430W
	Latitude/Longitude, Higgins Lake in Mich.

	SN 045 055
	A place in Wales, using the UK Ordnance Survey Grid System

	North America 
	Place name

	Paris
	Place name

	Rocky Mountains
	Place name

	Coverage [Temporal]
	Comment

	1776-07-04
	Date for July 4, 1776

	Colonial America 
	Time Period

	Ming
	Time Period

	1840?
	Approximate date or circa date

	1900-1901
	Date range

	15th century
	Time period

	96 B.C.E. 
	Free text B.C.E. date


Creator

Definition: 

An entity primarily responsible for the intellectual or artistic content of the resource.

Scope: 
Use the Creator element to record the name of an individual, group, corporate body, or other entity that is primarily responsible for creating the intellectual or artistic content of the resource.  For example, the Creator element would include authors, composers, photographers, and other artists, collectors of natural specimens or artifacts, and organizations that generate archival collections.  

Required: Yes, if applicable

Repeatable: Yes

Qualifiers:
Refinements:  

	Refinement Name
	Definition

	Role
	Role of the named person, group, etc. E.g. artist, author, editor, engraver, director.


None

Schemes:  None

Maps to:  Dublin Core Creator

Usage guidelines:

1. Use an established or authorized form of a name. 

2. Consult a locally specified authority for names, such as the Library of Congress Authorities (http://authorities.loc.gov) or ULAN.

3. If no form of the name is established for a personal name, enter a Western style name in inverted form; otherwise enter a name in the order appropriate to the language or culture.

4. If no form of the name is established for a corporate name, enter a corporate name in a brief, distinct and direct form.

5. If naming more than one creator in the record, use separate Creator elements for each creator. 

6. Use the refinement Role to record the specific role of the person or organization named in the Creator element.

Notes: None.
Cross references:

See also the Contributor element for recording secondary authors, editors, and others who contributed to the resource described in the record.

Creator examples:

	Personal Names
	Comments

	Morris, William, 1834-1896  (Artist)
	

	Bruegel, Pieter, ca. 1525-1569
	

	Christo
	

	Lin, Maya Ying
	


	Corporate Name
	Comments

	Tiffany and Company
	

	Arthur D. Little, Inc.
	

	Médecins sans frontiers
	


Date (Digital)

Definition:  

Creation or modification dates for the digital resource or the digital surrogate of a non-digital resource.

Scope:  

Use the Date (Digital) element to record a date or range of dates associated with the creation, design, production, presentation, performance, construction, or alteration of the digital version of the resource described in the record.  

Required:  No

Repeatable:  Yes

Qualifiers:

Refinements:  

	Refinement Name
	Definition

	Created
	Date of creation of the resource

	Valid
	Date (often a range) of validity of a resource

	Available
	Date (often a range) that the resource will become or did become available  

	Issued
	Date of formal issuance (e.g., publication) of the resource

	Modified
	Date on which the resource was changed


Schemes:   

	Scheme Name
	Definition

	ISO 8601
	International standard data and time notation

	Period
	A specification of the limits of a time interval.
http://dublincore.org/documents/dcmi-period/ 


Maps to:  Dublin Core Date

Usage guidelines:

1. Record single dates in accordance with the ISO 8601 (YYYY-MM-DD).
2. For a range of dates record the beginning and ending dates, as in 1910-1920.  

3. For non-contiguous dates, record dates and ranges of dates with a combination of commas and hyphens, as in 1919, 1923-1924, 1927.
4. For approximate dates, record dates with a question mark, as in 1997? 
5. If no creation date, publication date, or other date is known, supply an approximate date, or range of dates.

6. Enter dates for different purposes in separate Date (Digital) elements qualified by the refinement; e.g., date the resource was created and date modified.  

Notes:  None.
Cross references:

Record dates related to the original version of the resource under the Required Date (Original) element.

Other date information about the original resource may be recorded in the Coverage, Description, or Source elements as appropriate.

Date (Digital) examples: None 

Date (Original)

Definition:  Creation or modification dates for the original resource.

Scope:  

Use the Date (Original) element to record a date or range of dates associated with the creation, design, production, presentation, performance, construction, or alteration of the item described in the record.  

Required:  Yes

Repeatable:  Yes

Qualifiers:

Refinements:  

	Refinement Name
	Definition

	Created
	Date of creation of the resource

	Valid
	Date (often a range) of validity of a resource

	Available
	Date (often a range) that the resource will become or did become available  

	Issued
	Date of formal issuance (e.g., publication) of the resource

	Modified
	Date on which the resource was changed


Schemes:   

	Scheme Name
	Definition

	ISO8601
	International standard data and time notation

	Period
	A specification of the limits of a time interval.
http://dublincore.org/documents/dcmi-period/ 


Maps to:     Dublin Core Date

Usage guidelines:

1. Record single dates in accordance with the ISO 8601 (YYYY-MM-DD).
2. For a range of dates record the beginning and ending dates, as in 1910-1920.  

3. For non-contiguous dates, record dates and ranges of dates with a combination of commas and hyphens, as in 1919, 1923-1924, 1927.
4. For approximate dates, record dates with a question mark, as in 1997? 
5. If no creation date, publication date, or other date is known, supply an approximate date, or range of dates.

6. Enter dates for different purposes in separate Date (Original) elements qualified by the refinement; e.g., date the resource was created and date modified.  

Notes:  None.
Cross references:

Record dates related to the digitized version of the resource under the recommended Date (Digital) element.

Other date information about the original resource may be recorded in the Coverage, Description, or Source elements as appropriate. 

Date (Original) Examples: 

	              Date Original

               [ISO 8061]
	Comments

	1950-06
	Creation date for report issued in June, 1950



	1950-07
	Modification date for above report that was subsequently revised in July, 1950

	1948
	Date for digitized article reprint: reprinted, 1948; digitized 2002

	1998-06-15
	Creation date for letter written on June 15, 1998

	1925?
	Approximate year photograph taken or circa date

	2000-06-15
	Original date for a slide created in 2000-06-15 of a clay pot (archeological artifact) 

Note:  further date information pertaining to the creation of the slide can be included in the Description element.

	Date Original 
[DCMI Period]
	Comments

	2000 – 2002
	Range of years during which collection of posters was created

	1880? – 1915?
	Approximate date range for set of stereographs with no known copyright date


Description

Definition: 

Notes on the content or other characteristics of the resource described in the record.

Scope: 

Use the description element to record statements about the resource described in the record. The description may include an abstract, table of contents, a reference to a graphical representation of content or a free-text account of the content, or additional physical description.

Required:  No

Repeatable: Yes 

Qualifiers:

Refinements:  
	Refinement Name
	Definition

	abstract
	A summary of the content of the resource.

	tableOfContents
	A list of subunits of the content of the resource.


Schemes:  None.

Maps to: Dublin Core Description
Usage guidelines:

1. Enter descriptive text or comments about the resource described in the record concisely. 

2. Enter here specialized information not included in other elements, for example, description, variable names, technique, and distinguishing features if observable in the item being described. 

Notes: None.
Cross references:

See also the elements Subject, Coverage, Content type, Format (Digital), and Format (Original). Prefer use of these elements to the Description element. For example, use the one or both Format elements to record the medium and extent of the resource described in the record rather than the Description element. 

Description examples:
	Description
	Comments

	Photograph of a tree planted about 1940 by Wilmarth S. Lewis.

	

	Full-length caricature of extremely fat man facing left, wearing large wig and tricorne hat.

	

	Papyrus fragment from Oxyrhynchus, Egypt, containing the first part of the Constantinopolitan Creed Text from eighth article onward lacking. Text on recto only. Formerly owned by Colgate Rochester Crozer Divinity School. Sold at auction by Sotheby’s, N.Y., June 2003.
	

	West façade
	

	Cluster of brachiopod fossils. Photograph taken 9/14/2004.
	

	From verso of photograph: “G.S. and Alice”
	

	35 mm slide
	

	Photograph taken after restoration, 1975-1980
	

	Lantern slide
	

	Metamorphic rock
	


Format (Digital)


Definition: 

The media type and the extent of the digital resource described in the record or its surrogate.

Scope: 
Use the element format to record the media-type and extent of the resource.  Use the Extent refinement to record a resource’s file size or duration.  Use the Medium refinement to describe a resource’s digital medium.  

Required: No

Repeatable: Yes
Qualifiers:

Refinements:  

	Refinement Name
	Refinement Label 
	Definition

	Extent
	Extent
	The size or duration of the resource.

	Medium
	Medium
	The material or physical carrier of the resource.


Schemes: 

	Scheme Name
	Scheme Label
	Definition

	IMT
	IMT
	Internet Media Type
http://www.iana.org/assignments/media-types/


Maps to: Dublin Core Format 

Usage guidelines: 

1. Use digital format terms from the Internet Media Types (IMT) standardized list also known as MIME types.

2. If the format being described is not yet part of the MIME type list, follow the MIME convention by selecting a broad category of object format (audio, video, application, etc.) for the first part of the MIME type, then use as a brief identifier for the second half of the MIME type the file name suffix that is usually attached to files of this format. See "audio/xip" example below.

3. Record formats for different aspect of the extent as separate Format elements, i.e. separate file size and duration entries.

4. Record the file size as bytes (e.g. 1,000,000 bytes).

5. Record the duration (i.e., playtime) of the resource for audio and video. 

Notes:

Recommended best practice is to select a value from a controlled vocabulary (for example, the list of Internet Media Types [MIME] defining computer media formats).

Cross references:  See also the Description element to record additional details.

Format (Digital) examples:

	Format [Extent]
	Comment

	3,000,000 bytes
	file size for a 3 megabyte file

	1 minute
	Playtime for a digital audio file


	Format [Medium]
	Comment

	DVD
	describes the physical carrier of the resource

	
	

	
	


	Format [IMT]
	Comment

	image/jpeg
	visual file in JPEG format

	text/html
	text file in HTML format

	text/sgml
	text file in SGML-encoded format

	application/sgml
	interactive application based upon SGML encoding

	video/mpeg
	video file in MPEG format

	audio/mp3
	sound file in MP3 format

	audio/xip
	hypothetical audio file in which the file name ends with ".xip"


Format (Original)
 

Definition: 

The medium and extent of the original resource described in the record.

Scope: 
Use the format element to record the physical characteristics of the original resource described in the record. Use the Extent refinement to record a resource’s size or duration.  Use the Medium refinement to describe the resource’s medium or media.  

Required: No

Repeatable: Yes
Qualifiers:

Refinements:  

	Refinement Name
	Refinement Label 
	Definition

	Extent
	Extent
	The size or duration of the resource.

	Medium
	Medium
	The material or physical carrier of the resource.


Schemes: 

	Scheme Name
	Scheme Label
	Definition

	
	
	


Maps to: none
Usage guidelines: 

1. Separate file size and duration entries.

2. Use format terms from locally selected, standardized lists, or, use local pick lists to achieve a high degree of consistency.

Notes: None
Cross references: See also the Description element.

Format (Original) examples:

	Format [Extent]
	Comment

	
	

	1 minute
	


	Format [Medium]
	Comment

	DVD
	Describes the carrier of the original resource

	oil on canvas
	Describes the medium and material of the original resource

	Linen with beads
	Describes the medium and material of the original resource


Language


Definition:  

The language or languages of the content of the resource.

Scope: 

Use the language element to record the language or languages of the intellectual content of the resource, including the language in which a text is written or the spoken language of an audio or video resource.  

Required: No

Repeatable: Yes  

Qualifiers:

Refinements: None

Schemes:

	Scheme Name
	Scheme Label
	Definition

	ISO639-2
	ISO 639-2
	Codes for the Representation of Names of Languages Part 2
http://www.loc.gov/standards/iso639-2/englangn.html


Maps to:  Dublin Core Language 

Usage guidelines:

1. Record the language or languages using three-letter language codes or the English language terms defined by ISO 639-2.  For a list of these codes and terms, see
http://www.loc.gov/standards/iso639-2/englangn.html
Notes: None
Cross references:

In addition to using language codes, a textual description of the nature of the language may be included in the Description element. 

Language examples:

	Language code
	Definition

	Spa
	Spanish

	Eng
	English

	Ger
	German

	Yid
	Yiddish


Publisher

Definition: 

An entity responsible for making the resource available publicly.
Scope: 

Use the publisher element to record the name of an entity responsible for making the original resource described in the record available. A Publisher may be a person or a corporation.

Required:  No

Repeatable:  Yes

Qualifiers:

Refinements: None

Schemes:  None

Maps to:  Dublin Core Publisher 

Usage guidelines:  

1. Use a short, distinct, clear form of a name.

2. Prefer to use an established or authorized form of a name.

3. Consult a locally specified authority for names, such as the Library of Congress Authorities (http://authorities.loc.gov) or ULAN.

4. If no form of the name is established for a personal name, enter a Western style name in inverted form; otherwise enter a name in the order appropriate to the language or culture.

5. If no form of the name is established for a corporate name, enter a corporate name in a brief, distinct and direct form.

6. If naming more than one publisher in the record, use separate Publisher elements for each publisher.

Notes: None
     Cross references: See also the Contributor, Source, and Relation elements.
Publisher examples:
	Publisher element
	Comment

	University of Virginia Press

National Academy of Science

Denver Art Museum

Brooklyn Historical Society

Tennessee Valley Authority. Division of Natural Resources

Colorado. Division of Social Services

Keystone View Company

Microsoft Corporation

National Academy of Science

United States. Government Printing Office
	These are publishers of the digital object



	Contributor element
	Comment

	Caxton Printers


	This is the publisher of a print book that was later digitized by another entity.  Caxton Printers is an important small publisher anticipated to be of interest to users and needed for resource discovery.

	Source
element
	Comment

	Excerpt from the book Cavalry Wife: the diary of Eveline M. Alexander, 1866-1867, Texas A&M University Press, 1977, ISBN 0890960259

	Describes publication information of original source from which digital object was derived.




Record ID

Definition:  a string that functions as a unique record number.

Scope: 

Use the unique record ID to uniquely identify the record, not the resource described in the record.

Required: Yes

Repeatable: No
Qualifiers: None

     Refinements: None 

     Schemes: None

Maps to: None
Usage guidelines:

Use a combination of alphabetic and numeric characters to uniquely identify the record that describes the resource.

      Notes: None

      Cross references: None

      Unique record ID examples: None

Relation

Definition:  

A reference to a related resource

Scope note:  

Use the relation element to record information to show a relationship with another resource.  

Required:  No

Repeatable:  Yes

Qualifiers:

Refinements:   Use one of the following refinements to explain the nature of the relationship between the described resource (i.e. the resource being described by the metadata record) and the related resource being referred to in the Relation element.  The refinement is included in the element encoding; do not repeat it in the element value.

	Refinement Name
	Comment

	isVersionOf
	The described resource is a version, edition, or adaptation of the referenced resource.  Changes in version imply substantive changes in content rather than differences in format.

	hasVersion
	The described resource has a version, edition, or adaptation namely the referenced resource.

	isReplacedBy   
	The described resource is supplanted, displaced or superseded by the referenced resource.

	replaces
	The described resource supplants, displaces or supersedes the referenced resource.

	isRequiredBy
	The described resource is required by the referenced resource, either physically or logically.

	requires
	The described resource requires the referenced resource to support its functionality, delivery, or coherence of content.

	isPartOf
	The described resource is a physical or logical part of the referenced resource.

	hasPart
	The described resource includes the referenced resource either physically or logically.

	isReferencedBy 
	The described resource is referenced, cited, or otherwise pointed to by the referenced resource.

	references
	The described resource references, cites, or points to the referenced resource.

	isFormatOf
	The described resource is the same intellectual content of the referenced resource, but presented in another format.

	hasFormat
	The described resource pre-existed the referenced resource, which is essentially the same intellectual content presented in another format.

	conformsTo
	A reference to an established standard to which the resource conforms.


Schemes:
	Scheme Name
	Definition

	URI
	Uniform Resource Identifier
http://www.ietf.org/rfc/rfc2396.txt


Maps to: Dublin Core Relation
Input guidelines:

1. Record sufficient information in the Relation element to enable users to identify, cite, and either locate or link to the related resource.
2. The Source element may be a combination of free text combined with a formal identification system, such as an ISBN, DOI, ISSN, LC call number, Dewey call number, NTIS report number. 

Notes:  

Recommended best practice is to reference the resource by means of a formal citation, string or number conforming to a formal identification system, or other appropriate technique.

A relationship may be multi-directional (i.e., a record may reference one or more other related resources) or one-directional. The relationship may be one of intellectual content variation (Is Version Of/Has Version), part-to-whole (Is Part Of/Has Part), citation/reference (References/Is Referenced By, Conforms To), substitution (Replaces/Is Replaced By), or dependency (Requires/Is Required By).  

The element may consist of textual information about the related resource relevant to the specific refinement; it may also consist of an identifier, such as a URI, for linking directly to the other resource.  
Cross references: 

Use Source element for Relation [Is Format Of]. Record citation or other information about the source of the resource described in the record in the Source element. 

Relation examples:

	Relation [Refinement]
	Relation Entry
	Comments

	Relation [Is Version Of] 
	First ed. [give full cite of edition] 
	Another edition of same work

	Relation [Is Part Of]  
	Library Journal v. 127, no. 9 (May 15, 2002) p. 32-4
	The described resource is the article and nothing else

	Relation [Has Part]
	Library Journal v. 127, no. 9 (May 15, 2002) p. 32-4


	The described resource is an anthology that includes this article as well as other articles each of which is described in another Relation [HasPart] element

	Relation [Is Part Of]
	Jack and Charmian London correspondence and papers, 1894-1953. Utah State University Special Collections & Archives, MSS COLL 10
	

	Relation [Is Part Of]
	Frank Waters Papers, University of New Mexico General Library
	

	Relation [Is Version Of]
	Adaptation of the play Death of a Salesman by Arthur Miller 
	

	Relation [Has Version:]
	Collection of recorded fairy tales read from various sources including: Babar the King (New York: Random House, 1935) 
	

	Relation [Is Part Of]
	E-journal article from Library Hi-Tech v. 20, no. 2 (2002) p. 137-140 http://lucia.emeraldinsight.com/vl=6724010/cl=22/nw=1/rpsv/cw/mcb/07378831/v20n2/s2/p137.idx
	

	Relation [Is Format Of]
	
	Use Source element for Relation [Is Format Of]

	Relation [Is Format Of]
	
	Use Source element for Relation [Is Format Of]

	Relation [References]
	American Culture Series, II
	The described resource is an index to the series

	Relation [Is Referenced By]
	The New Sabin, v. 1, no. 333. ISBN 0878750495
	

	Relation [Replaces]
	
	

	Relation [Is Replaced By]
	
	

	Relation [Requires]
	Adobe Acrobat Reader, version 6.0
	

	Relation [Is Part Of]
	Mesa Verde Black-on-white kiva jar (Vessel 25) 
	Record for an image of the jar’s lid, the lid is part of the overall pottery piece

	Relation [Conforms To]
	Encoded Archival Description, Version 2002
	Record for a archival finding aid encoded as EAD XML


Repository 


Definition:  

Name of the organization or unit that holds the original resource described in the record or digital surrogates of the resource.

Scope: 
Use the Repository element to record a consistent reference to the institution or administrative unit that holds the original resource described in the record or its digital surrogates.  

Required: No

Repeatable: Yes

Qualifiers:

Refinements: None

Schemes: None

     Maps to:  None

Usage guidelines: 

1. Prefer using an established or authorized form of a Repository or administrative unit. 

2. Consult a locally specified authority for name, such as the Library of Congress Authorities (http://authorities.loc.gov) or ULAN.

3. If no form of name is established for a collection or administrative unit, enter the name in a brief, distinct and direct form.

4. If naming more than one collection or administrative unit in the record, use separate Repository elements for each.

Notes: None

Cross references: See also the Source element.
Repository examples:

	Repository Name
	Definition

	Beinecke Rare Book and Manuscript Library
	Name entered in direct order

	Yale University Library. Manuscript and Archives.
	Name entered hierarchically by organization and sub-organization.

	
	

	
	


Resource Identifier

Definition: An unambiguous reference to the resource described in the record.

Scope: 

Use the resource identifier element to record a character string that clearly and uniquely identifies the digital surrogate or digital version of the resource described in the record to ensure that individual digital objects can be accessed, managed, stored, recalled and used reliably. 

Required: No

Repeatable: Yes

Qualifiers:

Refinements: None

Schemes: 

	Scheme Name
	Scheme Label
	Definition

	URI
	URI
	Uniform Resource Identifier
http://www.ietf.org/rfc/rfc2396.txt


Maps to: Dublin Core Resource Identifier

Usage guidelines: 

1. Record a string or numbers conforming to a formal identification system to uniquely identify the resource. 

2. Formal identification systems include the Uniform Resource Identifier (URI) or the Digital Object Identifier (DOI).

Notes: 

Recommended best practice is to identify the resource by means of a string or number conforming to a formal identification system. Formal identification systems include the Uniform Resource Identifier (URI) (including the Uniform Resource Locator (URL)), the Digital Object Identifier (DOI) and the International Standard Book Number (ISBN).

      Cross references: 

See also the Source element. Record ISSN, ISBN, and other international standard numbers, local naming conventions that describe the original in the Source element.  
Resource Identifier examples:

	Element Value
	Definition

	DOI:10.1219/10223954
	Digital Object Identifier (DOI) for an image of the Mona Lisa

	http://jsr.lib.virginia.edu/
	URL for Journal Of Southern Religion


Further examples available at: 

Library of Congress Naming Conventions For Digital Resources at http://www.loc.gov/marc/naming.html 

Northwestern University's Standards for Long-Term Storage and File Naming Conventions at http://staffweb.library.northwestern.edu/dl/adhocdigitization/storage/ 

Rights Management

Definition: 

Information about usage rights associated with the resource.

Scope: 
Use the Rights Management element to record a rights management or usage statement, a URL that links to a rights management statement, or a URL that links to a service providing information on rights management for the resource.  

Rights information encompasses Intellectual Property Rights (IPR), Copyright, and various Property Rights.

Required: Yes

Repeatable: Yes

Qualifiers:

Refinements: None

Schemes: None

     Maps to: Dublin Core Rights Management
      Usage guidelines:

1. Record a textual statement or a URL pointing to a use and access rights statement for digital resources on the Internet.  

2. Include in a rights management statement information concerning accessibility, reproduction of images, copyright holder, restrictions, securing permissions for use of text or images, etc.

     Notes: 

Recommended best practice is for the Yale library, collection or administrative unit to develop standardized language for rights statements and to use such language consistently.

Cross references: None

Rights Management examples:

	Rights Management
	Comment

	http://www.college.edu/copyright.html
	URL for a complete copyright statement

	U.S. and international copyright laws protect this digital image. Commercial use or distribution of the image is not permitted without prior permission of the copyright holder. Please contact XXX for permission to use the digital image.


	Free text rights management statement.

	This audio file may be freely used for educational uses, as long as it is not altered in any way. No commercial reproduction or distribution of this audio file is permitted without written permission of XXX. A high-quality version of this file may be obtained for a fee for personal use by contacting XXX.
	Free text rights management statement.

	Copyright to this resource is held by XXX and is provided here for educational purposes only. It may not be downloaded, reproduced, or distributed in any format without written permission of XXX. Any attempt to circumvent the access controls placed on this file is a violation of United States and international copyright laws, and is subject to criminal prosecution.
	


Source

Definition:  

A reference to a resource from which the present resource described in the record is derived.

Scope note: 
Use the source element to record the source—collection, repository, archive, book, etc.—from which the resource described in this record was taken or reproduced.

Required: No

Repeatable: Yes

Qualifiers:

Refinements: None

Schemes:  
	Scheme Name
	Definition

	URI
	Uniform Resource Identifier
http://www.ietf.org/rfc/rfc2396.txt


     Maps to:  Dublin Core Source

     Usage guidelines:

1. Record sufficient information in the Relation element to enable users to identify, cite, and either locate or link to the related resource.  The Source element may be a combination of free text combined with a formal identification system, such as an ISBN, DOI, ISSN, LC call number, Dewey call number, NTIS report number. 
2. Preface the citation with a statement to clarify the nature of the relationship between the two resources. For example, use an initial phrase such as Originally published as:, Excerpted from:, Original book:, Original format:, or Reproduction of:
3. Do not use the Relation element with the Source element for the same relationship.
     Notes: 

Recommended best practice is to reference the resource by means of a formal citation, string or number conforming to a formal identification system, or other appropriate technique
     Cross references:

See the Source element. A Source element is conceptually a sub-set of the Relation element. 
Source examples:

	Source
	Comments

	Original letter: Letter from R.C. Smith to J.L. Fisher, Dec. 24, 1892, K.C. Fisher Papers, Calhoun State University, Special Collections, Accession No. 5346-9, box 2, folder 8
	Digitized reproduction of a handwritten letter cited in Source element

	Original version: 35 mm slide of a Van Briggle dark blue vase, slide no. 101 in the Modern Pottery Slide Collection, San Francisco Institute of Art. 
	Digitized image from an original slide cited in Source element

	Excerpted from: 30 minute audio cassette recording of Galway Kinnell, reading from his poems, at Southern Connecticut State University, April 6, 1987  
	Digitized audio clip taken from a audio cassette recording cited in Source element

	Original artifact:  Red Raku Ware Tea Bowl, 3 3/8 x 5 ½ inches, Metropolitan Museum of Art, New York, Accession No. 98-234
	Digitized image of original artifact cited in Source element.

	Original format:  First Road West: The Oregon Trail Through Wyoming (Cheyenne, Wyo. : Wyoming Recreation Commission, 1976)  1 videocassette (48 min.) : sd., col. ; 1/2 in. F597.F47 1976 (Univ. of Wyoming Libaries)
	Digitized image of original format cited in Source element.

	http://www.library.edu/record=3363607
	URL for a MARC record that describes the original resource

	Originally published as: Geek Love (New York: Warner Books, 1990), ISBN: 0446391301, 355 p. 
	Digitized version of a published book cited in Source element

	Original book:  Fisher, Vardis.  God or Caesar? : the Writing of Fiction for Beginners (Caldwell, Idaho Caxton Printers, 1953), 271 p. PN3355.F5 (Library of Congress)
	Digitized version of a published book cited in Source element; a Contributer element may also separately give the print publisher, Caxton Printers, so that it is searchable

	Reproduction of:  Red Cross Emblem poster, University of Winchester, World War II Poster Collection.
	Digitized image of original format cited in Source element.


Subject
Definition:  


What the resource described in the record is about, depicts, or expresses. 

Scope: 

Use the subject element to record keywords, phrases, or classification codes that describe, identify, or interpret the item and what it depicts or expresses. These may include proper names (e.g. people or events), geographic designations (places), time periods (dates), or topics (e.g. iconography, concepts.)

Required: Yes

Repeatable: Yes 

Qualifiers:

Refinements:  None
Schemes:  
A sampler of useful thesauri. 

	Scheme Name 
	Definition

	AAT
	Art and Architecture Thesaurus http://www.getty.edu/research/conducting_research/vocabularies/aat/

	AASL
	Asian American Studies Library subject headings

	AMG
	Audiovisual Materials Glossary (AMG)

	ATLA
	Religion Indexes Thesaurus

	CHT
	Chicano Thesaurus for Indexing Chicano Materials

	DDC
	Dewey Decimal Classification 
http://www.oclc.org/dewey/

	ERICD:
	Thesaurus of ERIC Descriptors http://www.ericfacility.net/extra/pub/thessearch.cfm

	FAST
	Faceted Application of Subject Terminology http://fast.oclc.org/

	GEOREFT
	GEORef Thesaurus

	GMGPC
	Thesaurus for Graphic Materials: TGM II, Genre and Physical Characteristic Terms http://www.loc.gov/rr/print/tgm2/

	GSAFD
	Guidelines on Subject Access to Individual Works of Fiction, Drama, etc.

	LCC
	Library of Congress Classification   

http://www.loc.gov/catdir/cpso/lcco/lcco.html
[This link is to the LCC outline only].

	LCNAF 
	LC Name Authorities File http://authorities.loc.gov

	LCSH
	Library of Congress Subject Headings

	LCTGM
	Thesaurus for Graphic Materials: TGM I, Subject Terms http://www.loc.gov/rr/print/tgm1/

	Local
	Locally controlled list of terms

	MESH
	Medical Subject Headings  http://www.nlm.nih.gov/mesh/meshhome.html

	MIM
	Moving Image Materials: Genre terms

	NALAT
	NAL Agricultural Thesaurus  http://agclass.nal.usda.gov/agt/agt.htm 

	NASAT
	NASA Thesaurus  http://www.sti.nasa.gov/thesfrm1.htm 

	NICEM
	NICEM (National Information Center for Educational Media) Thesaurus

For order info, see http://www.nicem.com/

	NIMACSC
	NIMA Cartographic Subject Categories

	NLMC
	NLM Classification http://wwwcf.nlm.nih.gov/class/ 

	NMC
	Revised Nomenclature for Museum Cataloging: a revised and expanded version of Robert C. Chenhall’s system for classifying man-made objects.

	NTISSC
	NTIS Subject Categories http://grc.ntis.gov/grcdbg.pdf

	RBGENR
	Genre Terms:  A Thesaurus for Use in Rare Books and Special Collections

	TEST
	Thesaurus of Engineering and Scientific Terms

	TGN
	Getty Thesaurus of Geographic Names  http://www.getty.edu/research/conducting_research/vocabularies/tgn/

	UDC
	Universal Decimal Classification   
http://www.udcc.org 

[This link is to the UDC outline & subscription information.]

	WATREST
	Thesaurus of Water Resources Terms


Maps to: Dublin Core Subject
Usage guidelines:

1. Record subject terms for personal or corporate names, topics, places, genres, forms, and events
2. It is strongly recommended that subject words, phrases, or classification codes be taken from locally selected, established thesauri and classification schemes.
3. If not using an established thesauri or scheme, record keywords consistently.

4. Record subject terms and phrases in separate Subject elements
5. If combining terms to express a complex idea, combine terms in a particular, consistent order, such as Topic--Place--Time Period.

6. Record the scheme or thesaurus used for the term in the Subject element by using standardized abbreviations such as those from the MARC Code List: Part IV: Term, Name, Title Sources (http://www.loc.gov/marc/relators/relasour.html#rela600b)

Notes: 

Recommended best practice is to also record spatial and temporal subject aspects of the resource described in the record in the Coverage element.

It may be necessary, useful, or expedient to record spatial or temporal aspects of a resource’s subject in the Subject element and in the Coverage element as some topical terms integrate topical, spatial and temporal concepts within one term or phrase. Consider, for example, the LCSH phrase: United States--History--Revolution, 1775-1783. 
Cross references: 

See also the recommended Coverage element for recording spatial and temporal terms, coordinates, or dates that express what the resource described in the record is about. 

Subject examples: (from Western States Dublin Core Metadata Best Practices)
	Subject Terms
	Subject Scheme/Comment

	Missionaries – Biographies (ATLA)
	ATLA

	Islamic revival (ATLA)
	ATLA

	Heaven’s Gate (Sect) (ATLA)
	ATLA

	Indians of North America – Religion (LCSH)

	ATLA, LCSH

	Territorial style (AAT)
	AAT

	966.905 (DDC)
	DDC History and geography of Nigeria after 1960

	Camera obscura works (GMGPC)
	GMGPC

	Metalpoint drawings (GMGPC)
	GMGPC

	F782.L2 (LCC)
	LCC United States local history—Colorado—Larimer County

	Northwind, Chief (LCNAF)
	LCNAF

	Polastron, Marie-Louise d'Esparbáes de Lussan, 
vicomtesse de, 1764-1805 (LCNAF)
	LCNAF

	Indians of North America (LCSH)
	LCSH

	Bibionidae -- Southern States
(LCSH)
	LCSH

	Breast – Cancer (LCSH)
	LCSH

	Camera obscuras (LCSH)
	LCSH, AAT

	Bookmarks (LCSH)
	LCSH, GMGPC

	Deer – Florida (LCSH)
	LCSH, LCTGM

	Coal miners -- West Virginia -- Jackson County (LCSH)
	LCSH, LCTGM

	Box-elder bug (Local)
	Local

	Breast Neoplasms (MeSH)
	MeSH

	Animal parasites and pests (NALAT)
	NALAT

	Vocal music (NICEM)
	NICEM

	WZ 260 (NLMC)
	NLMC History of medicine—Early Printed Books—XVIII Century


Title

Definition: 

The name of the resource or the name given to the resource. 

Scope: 

Use the title element to record the title or other identifying phrase that names the resource described in this record.
Required: Yes 
Repeatable: Yes, using the alternative refinement 

Qualifiers:

Refinements:  

	Refinement Name
	Definition

	Alternative
	Title used as an additional, alternative or substitute title


Schemes:  None 

Maps to:  Dublin Core Title

Usage guidelines:

1. Transcribe the title from the resource itself.  
2. If no title is found on the resource itself, assign a title or use a title assigned by others, as in reference sources.   
3. When assigning a title, make the title descriptive, distinctive, and succinct.
4. Enter more than one title if necessary for access or if in doubt about what constitutes the title. Choose one title as main title; designate others as “alternative” using refinement qualifier.
5. If necessary to ensure appropriate indexing, exclude initial articles from the title.  
Notes:  None.
Cross references:  See also the Description element.

Title examples:

	Title transcribed 
	Comments

	Portrait of Sitting Bull
	Label tile on photograph

	Gertrude Stein on the terrace of her villa at Biliguin with Pepe and Basket I
	


	Dust storm in Gobi Desert, China
	

	Letter to the Author of the Pamphlet called An Answer to the Hampshire Narrative
	Caption title


	Title assigned
	Comments

	Watercolor and charcoal drawing of Richard Nixon
	

	Letter from Anne Coussey to Langston Hughes 
	

	Man's ceremonial shirt decorated with clan symbols
	

	Pecten gibbus
	

	Great Buddha of Kamakura
	

	Caricature of Boss Tweed
	

	Dawn Redwood
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