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“King’s Digital Consultancy Services and the Arts and Humanities Data Service have extensive practical experience; in digitisation training, in dealing with the cultural heritage sector and with digitisation suppliers.”
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Introduction

KDCS and AHDS provide a combination of skills and experience that makes us uniquely well placed to provide a Supplier Training Scheme Course for Digitisation of Museums, Libraries and Archives Objects. We have extensive practical experience; in digitisation training, in dealing with the cultural heritage sector and with digitisation suppliers.

In the proposed NEMLAC training sessions:

· presentations will introduce delegates to the key learning outcomes for the SMEs; 

· case studies will be invaluable to allow the trainers to present both good and bad practice within the field;

· round-table sessions will bring delegates together in small groups to discuss particular themes and share experience; and

· question and answer sessions will be essential to offer the opportunity to clarify understanding and address practical questions as they are raised.

The assessment of NEMLAC delegates through a Supplier Compliance Form will include a mix of questionnaire and capacity assessment. On return to their organisations, delegates will be asked to complete questionnaires which will serve dual purposes:

· to assess their understanding and knowledge gained from the training, and 

· to assay the capability and capacity of their organisation to provide digitisation service to the standards recommended in the training.

The results of this process will form an evidence base to help ratify the award of an NEMLAC STS training mark.

KDCS and AHDS look forward to working with NEMLAC on the establishment of a training and assessment framework which will deliver high quality training and enable effective assessment of Suppliers.

About KDCS and AHDS

King’s Digital Consultancy Services (KDCS) is based at King’s College London. KDCS provides research and consulting services specialising in the information and digital domain. Our services are used by cultural, heritage and information professionals along with corporate clients. Under Simon Tanner’s leadership, KDCS provides internationally renowned expertise in the areas of: digitisation, funding, tendering, procurement, sustainability and economic development, workflow, systems specification and stakeholder surveys. KDCS is a self- supporting, cost-recovery service (see www.kdcs.kcl.ac.uk/).
KDCS provides the internationally renowned Digital Futures 5-day intensive digitisation training course that focuses on the creation, delivery and preservation of digital resources from cultural and memory institutions. KDCS also runs a series of training events annually including managing digitisation projects, digital copyright and funding amongst others (see http://www.kdcs.kcl.ac.uk/content/training.htm for some examples). KDCS has also provided advice to MINERVA, JISC and UNESCO on digitisation standards and good practise.

The Arts and Humanities Data Service (AHDS) is a UK national service aiding the discovery, creation and preservation of digital resources in and for research, teaching and learning in the arts and humanities. Currently, AHDS covers five subject areas:

· AHDS Archaeology

· AHDS History

· AHDS Visual Arts

· AHDS Literature, Languages & Linguistics

· AHDS Performing Arts

Organised via an Executive at King's College London and five AHDS Centres, hosted by various Higher Education Institutions, the AHDS is funded by the Joint Information Systems Committee and the Arts & Humanities Research Council (see http://ahds.ac.uk/).

The AHDS has been running national Digitisation Workshops (and also workshops on the exploitation of digital resources) since 1999. This has involved nearly 40 workshops and over 1,200 delegates, drawn from Higher Education and the cultural heritage sector (see http://ahds.ac.uk/news/events/past-events.htm for some examples). 

Simon Tanner, Director KDCS, has been manager or advisor to over 450 digitisation projects in the UK and Europe during the last 9 years. In his previous role, leading the Higher Education Digitisation Service, he carried out national digitisation supplier assessments to establish supply chains for HEDS business. Simon will lead the training and assessment team from KDCS and AHDS.

Alastair Dunning, Communications Manager AHDS, has been a leading provider of training and advice in the UK for several years. He is responsible for giving initial advice to AHRC applicants, Organising AHDS Workshops and producing case studies on examples of good practice in digitisation and data creation. Alastair will lead the AHDS input to the training and assessment team.
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Delivery Plan and Timescales

Deliverables

KDCS and AHDS will deliver for the agreed budget of £11,000 (excluding VAT) the following deliverables:

· Develop course materials for “Digitisation  of Museums, Libraries and Archives (2D and 3D) Objects” course based around a pre-defined framework (as stated in Appendix I)

· Deliver 3 x 1 day training courses in the North East of England

· Produce a Supplier Compliance Form and check-list

· Assess SME compliance to check-list via submitted evidence

· Report to NEMLAC on training and compliance provision

Documentation

There is a range of associated documentation that will be delivered, including:

· Course materials (including Powerpoint presentations, case studies, exemplars, etc.)

· Delegates manuals 

· A manual which reflects the course content and includes assessment checklist as well as additional useful sources of information will be required to be produced.   

· Trainers manuals. A guidance manual for trainers, covering:

· Course outline 

· Course content

· Presenter notes

· Presentation (Slide / PowerPoint)

· Assessment Compliance Form

· Questionnaire

· Checklists

· Training Reports

· Attendance report (Individuals / Companies)

· Assessment Reports

· Report assessing training course (Including feedback from delegates, plus trainers feedback)

· SME’s currently under assessment (Including issues, status on meeting criteria, target date, etc.)

· Results of SME assessment

All documentation will be provided to NEMLAC in hardcopy and digital formats.    
Delivery Plan

KDCS will be the leading partner with AHDS in the provision of training and SMA assessment. Working with NEMLAC we will establish a training day in digitisation that engages all of the key learning outcomes for the SMEs as defined by NEMLAC. Simon Tanner of KDCS has years of experience working with the digitisation supply chain in the UK and will bring this experience to bear in the training to ensure the content is pitched at an appropriate level for the SME’s expected to partake in the training.

KDCS and AHDS expect to utilise pre-existing content from their premier training programmes as appropriate to the training needs identified. This content may include case studies created by AHDS. Details of the training style are included in Section 3. Participants will be given evaluation forms to assess their satisfaction with the training given and thus enable continuous review of the success of the training content.

KDCS has an existing Digitisation Supplier Assessment form that is used to assay the capabilities and capacity of potential commercial vendors. This will be adapted and expanded to the purposes of NEMLAC to enable the following questions to be assessed:

1. Has the SME in question understood the training and standards guidance received on the training course?

2. What are the digitisation capabilities and capacity of the SME to provide digitisation services to the standards recommended in the training. 

The new Supplier Compliance Form will be created in close consultation with NEMLAC over the course of no more than 2 meetings. It will ask the delegates structured questions once they have returned to their operational bases which require them to demonstrate their knowledge gained from the training programme.  Further questions about their capacity to provide certain specifications, services, products and evidence of their equipment base and project references (both strong indicators of capability) will be gathered and assessed. If there is doubt then we will carry out follow up phone calls to suppliers to ascertain the correct information. Supplier non-response within the timescales given below will be taken as a sign of lack of capability or interest in the NEMLAC sectors business.

KDCS with AHDS will provide NEMLAC with a report of the scores and evaluations gained from the Supplier Compliance Forms returned. We will thus oversee the recognition of the STS’s and provide recommendations for those which should be awarded an STS mark.

	Date
	Action

	Late February 2006
	Meeting with NEMLAC to discuss course content

	Mid March 2006
	Draft course material, supplier check-list and related supplier compliance form forwarded  to NEMLAC for comment

	End March 2006
	Delivery of course material, supplier check-list and related supplier compliance form forwarded to NEMLAC

	June 2006
	Training Course (No.1)

	Early July 2006 
	Training Course (No.2)

	Late July 2006
	Training Course (No.3)

	August 2006
	Supplier Compliance Form sent to suppliers

	End October 2006
	All compliance forms received

	November / December 2006
	All compliance forms marked

	January 2007
	Results returned to NEMLAC; Project review documentation forwarded to NEMLAC
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 Style for Presenting Training Courses

The training day will support a variety of interactions between presenters and delegates. The style is drawn from two successful sets of training events in digitisation of cultural heritage; firstly, from the AHDS’s successful national Digitisation Workshops, which, in day-long sessions, introduce delegates to the key themes in digitisation projects. Secondly, from KDCS’ Digital Futures; a week-long training event introducing and expanding on digitisation themes for an international audience.

In the proposed NEMLAC training sessions, presentations will introduce delegates to the issues cited as being the key learning outcomes for the SMEs. This will cover concepts such as file formats, file naming conventions, optical character recognition and types of metadata. It will also highlight the particular concerns of the cultural heritage sector in digitisation, and highlight differences from such work with other sectors.

The presenters can draw on experience of hundreds of cultural heritage digitisation projects and this will feed into the course’s demonstrations. Using completed digital examples, the presenters will highlight some of the particular issues involved in, for example, data capture and in developing technical and resource-discovery metadata.

Case studies will be invaluable. This will allow the trainers the chance to present both good and bad practice within the field, giving the delegates clear examples of how other digitisation firms have succeeded and failed in the past. In the experience of the presenters, case studies are essential to broaden the understanding of the conceptual terms.

The AHDS has a large suite of case studies, indicating best practice in the digitisation field, to draw upon.

Round-table sessions will bring delegates together in small groups to discuss particular themes. Round-tables are particularly useful to identify common problems and issues and finding suitable methods for addressing them. 

Finally, questions and answer sessions will be essential to offer delegates the opportunity to question the trainers on particular and general issues and to clarify areas of ambiguity. Lead-in questions may well be devised by the presenters to encourage delegates to consider particular issues

The two main staff involved in the bid, Alastair Dunning and Simon Tanner have extensive experience of public speaking and training in the digitisation sector, as is outlined in section 1 and 2. Other AHDS staff who may be called upon to speak will also be experienced speakers, as well as having plenty of experience of digitisation in the cultural sector.
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Supporting Information

 Involvement in Similar Courses

KDCS

KDCS provides the internationally renowned Digital Futures 5-day intensive digitisation training course that focuses on the digitisation, creation, delivery and preservation of digital resources from cultural and memory institutions. This has run for 2 years in the UK with delegates from libraries, museums and archives from across the UK and the rest of the world. In 2006 and 2007 it will be run in the UK, South Africa, Eastern Europe and America.

KDCS also runs a series of training events annually including managing digitisation projects, digital copyright and funding amongst others (see http://www.kdcs.kcl.ac.uk/content/training.htm for some examples).

KDCS co-operates with partners at ULCC, Cornell University, the British Library, AHDS and Digital Preservation Coalition to deliver the Digital Preservation Training Programme.

KDCS has also provided advice to MINERVA, JISC and UNESCO on digitisation standards and good practise.

AHDS

The Arts and Humanities Data Service has been running workshops for those involved in the process of digitisation since 1999.  Its successful series of Digitisation Workshops, aimed at anyone planning a digitisation project, cover themes such as data capture, project management and metadata, and are generally regarded as having significantly raised the understanding of digitisation amongst the arts and humanities community. This has involved nearly 40 workshops and over 1,200 delegates, drawn from Higher Education and the cultural heritage sector (see http://ahds.ac.uk/news/events/past-events.htm for some examples). 
These workshops have been organised, administered and delivered entirely by the AHDS, and are supported by a wide range of published advice on digitisation  - Guides to Good Practice; Information Papers, and Case Studies. 

These publications also act as a backbone in the AHDS’ work to contribute towards the definition of good practice and best standards; standards and practices that have been widely disseminated to the higher education and cultural heritage sectors. 

Involvement with Museums, Libraries and Archives Sector

KDCS

The service mission of KDCS is to provide expertise and consultancy for the creation and management of digital resources for cultural organizations within the UK and internationally. Services are aimed primarily at non-profit cultural organisations, such as libraries, museums and archives. KDCS operates as a cost-recovery, not-for-profit service.

KDCS has worked with many libraries, museums and archives in relation to digitisation activities. The following is a short exemplar list of current and recent activity (by no means comprehensive) for your information:

· National Library of Scotland – KDCS is wrote a digital access strategy for the Library in relation to digitisation projects.

· Imperial War Museum – assessment of digitisation policies and standards.

· European and US Art Museum study - charging models & policy for digital resources. The Andrew W. Mellon Foundation made a grant to KDCS for a study of art museum policy and practice regarding the market for digital resources.

· Text Capture study for the Oxford University Digital Library Service. 

· Corpus Christi College and Stanford University – consultancy to the Parker on the Web project aiming to digitally deliver ~180,000 pages of Anglo-Saxon manuscript from the Parker Library.

· National Library of Ireland. KDCS is on a consultancy retainer to assist with the Library’s digitisation programme development.

· The Royal Engineers. A scoping study for the library and museum that is intended to lead to a full bid to the Heritage Lottery Fund.

· Assessment of digitisation risks in handling for The National Archives.

AHDS

The AHDS has been heavily involved in giving advice to the museum, libraries and archives sector (including such organisations as the National Gallery and the Fitzwilliam Museum) and has actively worked with the sector to ensure the successful digitisation and delivery of their collections. Several thousand of the images in the AHDS archive are the result of collaborating with institutions such as with the Bodleian Library, the Design Council and a host of smaller organisations.

Most notable of all is perhaps, the Imperial War Museum’s Concise Art collection. The AHDS worked with the IWM to ensure that its digitisation collection of posters, sculptures, drawings, paintings etc. have a long-term home and are disseminated alongside the other 60,000 images in the AHDS archive. Such work means that the AHDS has an intimate understanding of the concerns of the sector when it comes to digitisation.
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APPENDIX II
Supplier Background Questionnaire

Please prove the following information about your company:

	1.
	For how long has your company been providing training courses?

Date your business started?


	KDCS has existed since September 2003 and providing courses for all that time.

The AHDS has been running training courses since 1999. The AHDS itself started in 1996.

	2.
	What is your company's turnover:

· in the United Kingdom

-    in total


	KDCS had a total annual turnover of £99,000 in the 2003/2004 academic financial year.

AHDS – turnover is not applicable as Govt. and research funded.

	3.
	How many offices does your company have in the UK?


	KDCS has one office.

The AHDS has six offices across the UK.

	4.
	How many teaching, sales, technical and administrative staff are employed at each UK location?


	KDCS has 2.5 staff in its London offices but call upon other staff in King’s College London as required. For example, we share space with a 3D Visualisation Laboratory who advise on 3D imaging.

There are a total of 39 staff at the AHDS, distributed around the various offices. Each member of staff tends to have a variety of roles, overlapping with those mentioned in the question.



	5.
	What other training products / services does your company sell in addition to those proposed?


	KDCS provides research and consulting services. KDCS provides expertise in the areas of: feasibility and pilot studies, funding, tendering, procurement, change management strategies, sustainability and economic development, workflow, systems specification and stakeholder surveys. See our attached flyer for more information.

The AHDS also acts a digital library, collecting, managing, preserving and disseminating digital resources in the research and cultural heritage sectors. 

AHDS thus has detailed knowledge of not just creating cultural digital resources but how they are handled and dealt with.

	6.
	What experience does your company have of providing training programs in heritage / government funded organisation?


	KDCS mainly serves the heritage and cultural sector and in particular, museums, libraries and archives. Our training is thus usually attended by persons from those sectors.

One of the central tasks of the AHDS is to provide digital advice to academic researchers funded via the government research councils.

The AHDS was part of the New Opportunities Fund Support Service, devising guidelines, running workshops and offering support to cultural heritage recipients of NOF awards

	7.
	Is your organisation owned by another organisation  - if so please give details


	KDCS is part of King’s College London.

Each AHDS office is part of the university where it is situated. The AHDS Executive is part of King’s College London.
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APPENDIX III
PROPOSAL CHECKLIST

Please prove answers to the following questions, or indicate where in your proposal the answers may be found:

	1.
	Please confirm your ability to create the training program by 31st  March 2006.


	We can confirm this.

	2.
	Has your organisation delivered training programs nationally?


	The AHDS has been running national Digitisation Workshops (and also workshops on the exploitation of digital resources) since 1999. This has involved nearly 40 workshops and over 1,200 delegates, drawn from Higher Education and the cultural heritage sector.

KDCS offers training which is taken up both nationally and internationally.

	3.
	What are your proposals for documentation?


	As well as the requested documentation, we will provide documents highlighting Risk during the Project, Quality Control and Lessons Learned.

Documents will be provided in Word, PDF or Powerpoint formats according to that most useful for the purpose. NEMLAC will receive both electronic and hardcopies.

	4.
	Can you meet the following deadlines:

· Delivery of training program  between June and August 2006

· Evaluation of supplier training scheme training marks based upon supplier submissions July 2006 - March 2007.


	We can confirm this.
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APPENDIX IV
Commercial Factors Questionnaire

Please prove answers to the following questions:

	1.
	Who will act as prime contractor for supply and successful delivery of training course?


	The main contact is 

Simon Tanner

Director

King’s Digital Consultancy Service

King’s College London

Kay House

7 Arundel Street

WC2R 3DX

0207 848 1678

Simon.tanner@kcl.ac.uk

	2.
	The rights and ownership of STS marks, their development including and not limited to the associated training courses and assessment programs will belong to NEMLAC.   Copyright and all other intellectual property rights in original work done and materials created in performance of the service shall belong to and vest in NEMLAC.   

Do you have any issues with this?


	KDCS and AHDS will be using material previously created for other purposes and for which it does not wish to give up its copyright. To give up its copyright would be to restrict our trade to be able to use previously created content in other contexts.

We are happy to provide an unlimited and indefinite license in the layout and content of course materials and documentation that arises from this work. That will give the NEMLAC an unlimited right to re-use the materials as you see fit. We only wish to retain the right to re-use material created previously not the NEMLAC courses.

It is also legally difficult (if not impossible) for us to provide NEMLAC with “all other intellectual property rights” for these materials. As we will be adapting existing materials (which already have copyright subsiding within them) and are also unable to assign Moral Rights over to anyone else (i.e. the right to acknowledged as the creator of a work)..

Our preferred option would be to provide NEMLAC with an indefinite and free licence to use the materials for your own purposes. This should satisfy NEMLAC’s need to have use of the materials you have commissioned.

	3.
	What is your proposed procedures for acceptance and sign-off by NEMLAC of the training course and its assessment?


	Sign off will be achieved by NEMLAC assessing documentation provided and signing an acceptance form at each stage. 

	4.
	What internal project management procedures will you apply, if your proposal is accepted?


	KDCS will lead the project with support from AHDS. KDCS will administer and manage budgets, timelines, project deliverables and organisational matters. 

Both KDCS and AHDS adhere to the principles of PRINCE2 project management.
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APPENDIX VI
REFERENCE SITE LIST

Please supply a list of organisation supplied with training courses created by your company.

All may be contacted by NEMLAC:

Brian McKenna

National Library of Ireland

Keeper-Systems

National Library of Ireland

Kildare Street

Dublin 2

Republic of Ireland

Email: bmckenna@nli.ie
Phone: +35 316030215

Alice Black

Head of Strategy and Planning

Imperial War Museum

Lambeth Road

London SE1 6HZ

Email: ABlack@iwm.org.uk

Phone:  020 7091 3030

Examples of organisation that have attended training:

Anti-Slavery International

Ashmolean Museum

Bath & North East Somerset Council

Birmingham Central Library

Design and Artists Copyright Society (DACS)

Edinburgh University Library

George Padmore Institute

Glasgow University Library

Islington Local History Centre

London Borough of Harrow, Reference & Information Services

London School of Economics

Manchester Metropolitan University

The Potteries Museum & Art Gallery 

The Royal Anthropological Institute

Services Sound and Vision Corporation (SSVC)

Sheffield Local Studies Library

Templeman Library, University of Kent

Torquay Central Library

The Women's Library

The University of the West Indies

Athabasca University

University of Calgary

Estonian Historical Archives

University of Art and Design, Aralis Library & Information Centre

Asia Art Archive

University of Pretoria

NUK

Makerere University

UK Film Council

Simon Danby Photography

The Wellcome Trust

Sheffield Hallam University, Learning centre

Natural History Museum

Staffordshire University

University of Oregon Libraries

National Gallery of Art

OCLC PICA

ABL Consulting
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Copies of standard contracts

For your information, KDCS acting for KDCS and AHDS usually operates under the following terms of reference:

· The client shall provide by mutual agreement all information, resources and authorities required by KDCS to execute the project in a complete and timely manner.

· KDCS shall invoice the client for 25% of the total value of the activity upon assignment and will provide staged invoicing for the remainder on mutually agreed deliverables and at the point of project completion.

· Confidential information (save to the extent that the same is in the public domain) concerning the client’s business will not be disclosed by KDCS to third parties without the client’s prior consent unless otherwise required by a Court of competent jurisdiction or other governmental or regulatory authority.

· KDCS shall not be liable to the client for any special indirect or consequential losses of any nature whatsoever.

· All elements of any activity between KDCS and the client will be governed by English law.
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Preferred Payment Schedule

KDCS shall invoice the client for 25% of the total value of the activity upon assignment.

KDCS is happy to provide staged invoicing for the remainder on mutually agreed deliverables and at the point of project completion. NEMLAC may thus schedule the remaining funds with a final payment no later than end of February 2007.
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