
Thanks for joining us! Today’s presentation will begin 
shortly.

Please check your audio and video settings.

You should currently hear music in the background.

If you have questions or want to report any technical issues, 

contact us at info@dhpsny.org or (215) 545-0613.
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What is Metadata

• Metadata is data about data.

• A characterization or description documenting the 

identification, management, nature, use, or location 

of information resources. SAA’s Glossary of Archival and 

Records Terminology

• Structured information about an information 

resource of any media type or format. – P. Caplan, 

Metadata Fundamentals for All Librarians



Types of Metadata

• Descriptive metadata

• Structural metadata

• Administrative metadata



Descriptive Metadata

• Information about content to help with 

discovery, identification and selection.

• Describes the object and gives the basic 

facts: who created it and what it’s about.



Administrative Metadata

• Data that helps to manage and use an 

information resource. 

• Can include:

• Technical metadata

• Preservation metadata 

• Rights metadata 



Structural Metadata

• Describes the structure of an object 

including its components and their relation to 

each other.

• It can be used to facilitate navigation of 

complex objects.



Types Metadata Standards

• Metadata structure standards 

• Data content standards

• Data value standards – Controlled 

vocabularies

• Data exchange standards



• Metadata structure standards or Schema –

the categories of data that make up a record.

• Dublin Core Metadata Elements Set

• MARC (Machine Readable Cataloging)

• VRA Core (Visual Resources Association)

• Encoded Archival Description (EAD)



Dublin Core Elements

Element Description

Title A name given to the resource, either supplied by the individual assigning metadata or from the object.

Creator Entity responsible for making the resource.

Subject The topic of the resource, typically represented using keywords.

Description An account of the resource.

Publisher An entity responsible for making the resource available.

Contributor An entity responsible for making contributions to the resource (e.g. editor, transcriber, illustrator).

Coverage The spatial or temporal topic of the resource.

Date A point or period of time associated with the resource.

Type The nature or genre of the resource. For a list of possible types, visit the DCMI Type Vocabulary.

Format The file format, physical medium, or dimensions of the resource.

Rights Information about rights held over the resource.

Source A related resource from which the described resource is derived.

Language Language(s) of the resource.

Relation A related resource. For a list of possible relations, visit the Summary Refinement and Scheme Table.

Identifier A unique reference to the resource.



MARC

Tag Description

0XX Control information, numbers, and codes

1XX Main entries related to personal and corporate names

2XX Titles, edition, imprint information

3XX Physical description

4XX Series statements

5XX Notes

6XX Subject access entries

7XX Added entries other than subjects or series

8XX Series added entries and holdings information

9XX Fields for locally-defined use



VRA Core

Element Description

Work, Collection, or Image A record is described as a Collection, Work, or an Image.

Agent Individual, group, or corporate body that has contributed to the design, creation, production, etc. of the 

work.

Cultural Context Name of the culture, people, or country with which the work has been associated.

Date Date associated with the work.

Description Free-text note about the work that gives additional information not in other categories.

Inscription All marks added to the work at the time of production (e.g. signatures or stamps).

Location Geographic location or repository whose boundaries include the work.

Material Substance which the work is composed of (e.g oil paint, bronze, or graphite).

Measurements Dimensions of the work.

Relation Terms describing the relationship between the work and a related work.

Rights Information about the copyright status for the work.

Source Reference to the source of information recorded about the work.

State Edition Identifying number or name assigned to the edition of a work that exists in more than one form.

Style Period Defined style, historical period, school, or movement whose characteristics are represented in the 

work.

Subject Terms that describe the work.

Technique Production processes, techniques, and methods incorporated in the fabrication of the work.

Textref Unique identifier assigned to the work.

Title Title given to the work.

Work Type Identifies the specific type of Work, Collection, or Image being described in the record.



EAD

Tag Description

<unittitle> Title of the Unit

<unitdate> Date of a Unit

<unitid> ID of a Unit

<abstract> Abstract

<bioghist> Biography or History

<scopecontent> Scope and Content

<origination> Origination

<physdesc> Physical Description

<accessrestrict> Conditions Governing Access

<acqinfo> Acquisition Information

<arrangement> Arrangement

<repository> Repository

<physloc> Physical Location

<prefercite> Preferred Citation

<controlaccess> Controlled Access Headings

<subject> Subject

<persname> Personal Name

<corpname> Corporate Name

<famname> Family Name

<genreform> Genre/Physical Characteristic

<geogname> Geographic Name



• Data content standards - guidelines for 

inputting data into metadata elements.  

• Resource Description and Access (RDA) 

• Cataloging Cultural Objects (CCO) 

• DACS (Describing Archives: a Content Standard)



• Controlled vocabularies - lists of standardized 

terms used to create metadata. 

• Art and Architecture Thesaurus (AAT)

• Faceted Application of Subject Terminology (FAST) 

• Getty Thesaurus of Geographic Names

• Library of Congress Subject Headings (LCSH)

• Library of Congress Name Authority File (LCNAF)



• Data exchange standards - specifications for 

encoding data.

• Metadata Encoding and Transmission Standard (METS)

• Resource Description Framework (RDF)

• MARCXML / EAD



Granularity
Collection Level 

Metadata

• Provides an overall 

description, including 

context, of a group of 

objects. 

Ex.

• Finding Aid.

• Bibliographic records.

Item Level 

Metadata

• Describes each 

specific item. 

Ex.

• Dublin Core

• VRA Core.



Sample Finding Aid









Sample EAD









Sample Catalog Record



Dublin Core



VRA Core



Best Practices

• File naming conventions

• Basic minimum metadata

• Controlled Vocabularies

• Capturing metadata



File Naming Conventions
Use established 

classification systems.

• Can be loaded into your 

online catalog

• Good for Collection level 

metadata

• Examples:

• Dewey Decimal

• LC

• SuDoc

Create your own

• Can be suited to your 

specific needs but you 

need to plan ahead



Creating a File Naming 

Convention

Should be:

• Unique 

• Easily identifiable 

• Not too long

• Computer readable - spaces and some symbols 

can cause errors. Stick to underscore or dash.



Sample Naming Conventions 

Resource type file naming convention example

Books [catalog database number]-[page number] 000147762-0001

Scores [catalog database number]-[page number] 001716595-001

Maps

[drawer size]-[cabinet number]-[drawer 

number] -[folder number]-[map number]-0 or 

1 for front or back

s10-07-05-10-0

s10-07-05-10-1

Newspapers
[newspaper’s title]-[yyyy-mm-dd]-[page 

number]

The-Wave-of-Long-Is land_1896-

05-23_001

Photographs
[collection code]- [identifier]-0 or 1 for front 

or back ldp-003654-0

Queens Memory donations
qmp-[donor initials]-[date]-[item number]-

[page number if any]-0 or 1 for side of page qmp-sa-11172018-001-0

Oral history interviews and material

[last name]_[first name]_[date of 

interview]_full, clip#, portrait or image #

tillman_tammara_04082017_full1

tillman_tammara_image1

Manuscript collections - finding aids manuscripts’ alpha-numeric control number K-5

Manuscript collections - digitized items

[manuscripts’ alpha-numeric control 

number]-[box number]-[folder number]-

[document number]-[page number]-0 or 1 for 

front or back k005-0555-034-056-003-0



Minimum Basic Metadata

• Identifier

• Title

• Creator

• Date

• Description

• Type

• Rights Statement 



Controlled Vocabularies

• Lists used to identify the terms, names and  values used 
to populate metadata element sets.

• Names

• Geographic locations

• Material types

• Subject headings

• These are all the same person:

• Edgar Rutter

• E.E. Rutter

• Rutter, E. E., 1883-1964

• Rutter, Edgar E., 1883-1964*



• Art and Architecture Thesaurus (AAT) -
http://www.getty.edu/research/tools/vocabularies/aat

• Faceted Application of Subject Terminology (FAST) -

http://fast.oclc.org/searchfast

• Getty Thesaurus for Graphic Materials -

http://www.loc.gov/pictures/collection/tgm

• Library of Congress Subject Headings (LCSH) -
http://id.loc.gov/authorities/subjects.html

• Library of Congress Name Authority File (LCNAF) -

http://id.loc.gov/authorities/names.html

http://www.getty.edu/research/tools/vocabularies/aat
http://fast.oclc.org/searchfast
http://www.loc.gov/pictures/collection/tgm
http://id.loc.gov/authorities/subjects.html
http://id.loc.gov/authorities/names.html


Capturing Metadata

• Spreadsheets – Microsoft Excel, Google spreadsheets

• Databases – Microsoft Access, etc.

• Catalogs and Integrated Library Systems (ILS)

• Collection management software – Content DM, The Museum 

System (TMS), Vital, Past Perfect, Collective Access.



Spreadsheets



DAMS



Getting Started

• Metadata structure standards – choose a Schema, 

or make a list of required metadata elements.

• Data content standards – add local rules if needed

• Controlled vocabularies – identify thesauri or list of 

preferred terms.

• Documentation – create a data dictionary or 

procedures manual.



Questions?



Thank You!



facebook.com/dhpsny

@dhpsny

@dhpsny

Connect with us!

Questions?
DHPSNY staff is available to answer your 

questions. Contact us at info@dhpsny.org or 
(215) 545-0613.


