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1. Purpose

1.1. The Otago University Students’ Association (“OUSA”) regularly produces and receives digital information, with no formal processes as to how this information is to be stored.

1.2. A Digital Archiving Working Party (“Working Party”) is to be established to comprehensively investigate how OUSA deals with digital information and produce a report for the OUSA Executive, which shall contain recommendations surrounding the interaction OUSA has with digital information.

2. Interpretation
2.1. In this policy, unless the context otherwise requires –

Digital Storage Facility (“DSF”) means a computer based storage facility for objects both born digital and digitized. This solution refers to both:

(i) An archive in the traditional sense; and

(ii) Digital assets created by OUSA in the form of a Digital Asset Management System.

3. Members
3.1. The membership of the Working Party shall be at all times at least four members appointed by general resolution of the Executive, including:

3.1.1. The Finance and Services Officer;

3.1.2. Three Executive members, OUSA employees, OUSA members or any other people interested in the project.

3.2. The Working Party may, at its discretion, co-opt any additional members for their expertise.

4. Jurisdiction
4.1. The Working Party shall:

4.1.1. Identify how OUSA currently decides which documents to keep and how those documents are stored and retrieved;

4.1.2. Identify what OUSA departments require from a DSF;

4.1.3. Audit what types of documents are created by OUSA departments and the issues surrounding preservation of the different classes of documents;

4.1.4. Identify the following issues involved with DSFs:

Privacy issues;

Technical requirements, including possible future technology changes;

Legal issues; and

Potential policy and staffing ramifications of changes in standard digitization practices.

4.1.5. Explore possible DSFs that OUSA could implement, with regard to:

Cost;

Ease of use;

Impact on OUSA;

Staffing implications;

Training requirements.

4.1.6. Liaise regularly with the:

OUSA Secretary;

OUSA General Manager; and

OUSA Executive.

4.1.7. Draft policies relating to implementation of a DSF, including policies related to:

Creation of digital assets;

Storage of digital assets;

Disposal of digital assets;

Management of a DSF system.

4.1.8. Produce a report containing recommendations to the Executive regarding a solution to OUSA’s digital archiving requirements.

5. Resources and Budget

5.1. The Executive may allocate a budget line to the Working Party.

5.1.1. If allocated a budget line, he Working Party shall keep a detailed and regularly updated budget.

5.1.2. Fiscal responsibility for this line will rest with the Executive.
6. Governance

6.1. The Working Party shall make all decisions as to Working Party operational processes and recommendations to the Executive by a majority consensus.

6.2. All recommendations shall only be enforceable if accepted by general resolution of the Executive.

6.3. The Working Party shall report back to the Executive within six months of their first meeting.
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