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REQUIREMENTS (SUBJECTS THAT ARE ASSUMED TO BE KNOWN)

For this course, no prerequisites or passing any subject are required, although it will be very useful to have studied
"Markup Languages", since knowledge of XML will help to understand the topic dedicated to metadata and the topic
dedicated to digital preservation. . It is also useful to have taken the Digital Document Security course.

OBJECTIVES

The main knowledge that students will acquire if they follow the complete theoretical and practical syllabus of the
course are:

- Fundamental technical concepts of digital documents in still image, video and digital sound formats.
- Understanding of the fundamental aspects of the most appropriate capture equipment for each medium and type of
document.
- Understanding of the elements involved in the selection of the most appropriate digital capture and processing
parameters according to the purpose of a digitisation project.
- Technical and organisational concepts to be applied in a quality assurance and quality control programme in a
digitisation project.
- Experiences, positive and problematic aspects, that institutions that have already faced the digitisation of their
collections are having.
- Understanding the life cycle, tasks and resource management in a digitisation project of a collection.
- Ways to plan and develop digital preservation strategies.
- Standards and models applicable in a digital preservation programme.
- Understanding the importance of metadata in the lifecycle of the digital object, from digitisation or digital creation to
preservation.
- Technical and organisational concepts in terms of metadata standards selection, editing, storage and exchange.

The specific competences and skills of this subject that the student will acquire are:

- Establish the objectives of a digitisation and preservation policy for documents regardless of their format.
- Design, implement and manage a digitisation project. Amongst these, the ability to design the specifications for
digitisation of a documentary collection and the ability to choose a digitisation service company in accordance with the
needs of a project.
- Use appropriate selection criteria to digitise and preserve a given collection.
- Apply the necessary technical requirements in a digitisation project.
- Analyse and select the most appropriate forms of preservation for a digital collection.
- Carry out a quality control programme for the digitised collection.
- Ability to analyse, understand and apply the technical specifications of a digitisation project of a documentary
collection.
- Ability to correctly assess the quality of digitisations.
- Ability to read and understand specialised bibliography on digitisation of documents.
- Ability to select and adopt the most appropriate metadata schemes for the digitisation and digital preservation project.
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DESCRIPTION OF CONTENTS: PROGRAMME

Through this course we try to provide knowledge and develop skills to carry out digitization projects and digital
preservation of documentary collections or archive funds of information services in any of its types. The syllabus is
organized into three didactic units:

Learning Unit 1: Technical aspects of digital documents relevant to a digitization  project.

Topic 1. Digital imaging and digital text technology.
Topic 2. Digital video and digital audio technology.
Topic 3. Mass Storage Systems.

Learning Unit 2: The approach and development of a digitization project.

Topic 4. The life cycle of a digitization project.
Topic 5. The initial phases of a digitization project.
Topic 6. Preparation, execution and monitoring.
Topic 7. Implantation of a quality control program.

Learning Unit 3: The management, maintenance and use of the digitized collection.

Topic 8. Organizational aspects of digital collection.
Topic 9. Preservation of digital content.
Topic 10. Metadata systems for the digital document.
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Practices:

· Management of basic concepts about digital documents in different media
and typology using specific editing and digital treatment applications.
· Inclusion of metadata in digital documents in different media and
Format.
· Image quality control.
· Generation of METS documents for the encapsulation of various types of metadata, the integration of files in
multipage documents and the definition of structural maps of the documents.
· Assumptions of capture and processing of digital funds.
· Resolution of digital preservation cases.
· Assumption of carrying out a digitalization and digital preservation project.

LEARNING ACTIVITIES AND METHODOLOGY

* THE TRAINING ACTIVITIES ACORDING TO THE STUDY PLANIFICATION ARE:

AF1 Individual work for the study of theoretical and practical materials developed and contributed by the teacher.
AF2 Individual work for problem solving and case studies.
AF3 Theoretical-practical classes.
AF4 Tutorials.
AF5 Group work.
AF6 Active participation in forums enabled by the teacher in the virtual educational platform.
AF7 Perform self-assessment test for content review.

Code
Activity Nº Total hours Nº Hours Presencial% Presencialidad Student
AF1 60 0 0
AF2 58 0 0
AF3 10 6 100%
AF4 10 0 0
AF5 40 0 ¿¿0
AF6 1 0 0
AF7 1 0 0
TOTAL COURSE 180 6 3.33%

* TEACHING METHODOLOGIES:

MD1 Presentations in the teacher's class with support of computer and audiovisual media, in which the main concepts
of the subject are developed and the bibliography is provided to complement the students' learning.
MD2 Critical reading of texts recommended by the teacher of the subject:
Press articles, reports, manuals and / or academic articles, either for later discussion in class, or to expand and
consolidate the knowledge of the subject.
MD3 Resolution of practical cases, problems, etc. Raised by the teacher individually or in a group.
MD4 Exposition and discussion in class, under the moderation of the professor of subjects related to the content of the
subject, as well as of practical cases.
MD5 Preparation of individual and group work and reports.
MD6 Reading of theoretical and practical teaching materials.

ASSESSMENT SYSTEM

The evaluation activities are:

¿ SE1. Participation in class and forums in virtual educational platform. 5 %.
¿ SE2. Individual or group work carried out during the course. 50 %.
¿ SE3. Completion of evaluable and scoring questionnaires. 20 %.
¿ SE4. Exam or final work. 25%

* The final exam must be passed in order to pass the course.

% end-of-term-examination/test: 25

75% of continuous assessment (assigments, laboratory, practicals…):
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* The continuous evaluation will be carried out through the individual resolution of the practical cases and case
studies, the approach of a digitization project, participation in the subject forum and two partial theoretical tests. The
compulsory final exam will contribute 25% of the mark.

In the extraordinary call, the following evaluation criteria will be applied: a practical theoretical test as a final exam
(20%), a non-contact questionnaire on the complete syllabus of the subject (30%); a supposed digitization project to
be carried out in a group (20%); a mandatory practice (30%).

The percentage of the maximum grade that can be achieved in this call will be 100%.

% end-of-term-examination/test: 25

75% of continuous assessment (assigments, laboratory, practicals…):
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