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Senate Standing Committee on Library 
Wednesday, November 23, 2016 

10 - 12am 
Surrey Campus, Cedar 2110 

A G E N D A  
 
 

  Start Time 

1.  Call to Order  ........................................................................................ Chris Traynor 10:00 

2.  Confirmation of Agenda 10:01 

3.  Approval of Minutes: September 28, 2016 10:02 

4.  Chair's Report  ...................................................................................... Chris Traynor 10:03 

5.  University Librarian's Report  .............................................................. Todd Mundle 10:08 

6.  Pending Business:  
6.1 Accessibility of Zoom Text login ..................................................... Todd Mundle 
6.2 Update: Library Budget Presentation ............................................ Todd Mundle 
6.3 KORA Guidelines ............................................................................ Todd Mundle 

 
10:20 
10:40 
11:00 

7.  Items for Discussion 11:20 

8.  Adjournment  11:20 
 
 

 
 
Next Meetings: 

 
Wednesday, February 22, 2017 
Wednesday, April 26, 2017 
10 - 12am 
Surrey Campus, Cedar 2110 
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MINUTES 
Senate Standing Committee on the Library (SSCL) 

Wednesday, September 28, 2016, 10am 
Surrey Campus, Cedar Building, Room 2110 

Present:  
Marti Alger 
Denise Dale 
Judy Lee 
Debbie Mellenger 
Kimberley McMartin 
Carolyn Robertson 
Linda Rogers 
Chris Traynor/ Chair 
Tyron Tsui 

Guests: 
Ann McBurnie 
 

Ex-Officio / Non-voting 
Jennifer Au 
Todd Mundle 

Regrets: 
Bob Davis  
Vicki Effertz 
Sal Ferreras 
Ulrike Kestler 
Brian Pegg 
John Shepherd 

Recorder 
Lori Scanlan, University Secretariat 

1. Call to Order  
The Chair called the meeting to order at 10:00. 

2. Confirmation of Agenda 
Addition: Item 8 Accessibility of Computers in the Library.  

Moved by Denise Dale; seconded by Debbie Mellenger: 
THAT the agenda be confirmed. Motion Carried 

3. Approval of Minutes of April 27, 2016 
Moved by Linda Rogers; seconded by Kimberley McMartin: 
THAT the minutes of April 27, 2016 be approved. Motion Carried 
The Chair introduced Tyron Tsui, Faculty of Science and Horticulture as the newest SSCL 
member.  

4. Pending Business 

4.1. Human Books 
Kimberley McMartin explained the function of and operational requirements for 
“Living Libraries” or “Human Books”.  

ACTION: The University Librarian, Todd Mundle will help Kimberley McMartin to 
partner with Library members who share an interested in launching a Living Library 
Initiative. If policy or governance issues arise (such as safety and security) the issue 
will be forwarded to SSCL for discussion. 

4.2. KORA Guidelines 
The University Librarian, Todd Mundle, provided the committee with an updated 
version of the KORA Guidelines. Pages one through four were reviewed. The guidelines 
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will be brought to the November meeting for a more in-depth discussion and 
endorsement. Both SSCL and the Office of Research and Scholarship are being 
consulted on the guidelines.  

5. Chair’s Report 
Thanks to everyone on the committee. This is the first meeting I have chaired. As a sports 
fan, I welcome the committee to remember spirited heckling of the chair is encouraged. At 
the November 2014 meeting there was a discussion about the future of this committee in 
light of the proposal for a new Faculty to be created. Subsequently, the Faculty of 
Educational Support and Development was created and its bylaws are soon to be reviewed. 
Further discussion regarding the future of SSCL was delayed until such a time that FESD was 
formed and their bylaws were complete. 

6. University Librarian's Report 
The University Librarian, Todd Mundle, presented his report. 

The following topics were reviewed: 
• Early Photo Submission for Students A Success 
• Recycling in Technical Services 
• Proxy update 
• MLA Style Guide 
• 2 New Librarian Hires: 

o Andre Iwanchuk / Business Liaison Librarian and  
Karen Meijer-Kline / Scholarly Communications Librarian.  

7. University Library Budget 
Todd Mundle provided a verbal update on the University Library Budget slated for review at 
the October 2016 budget presentations. The committee was assured that, in-line with past 
practice, materials being requested for newly launched programs can be submitted through 
the Library. 

8. Accessibility of Computers in the Library 
Kimberley McMartin raised the question of accessibility for students with visual disabilities 
who use ZoomText on the Library Computers to read the screen. She explained that a login 
number needs to be keyed into the system before ZoomText can launch; however, some 
students students are unable to read the login page. 

ACTION: Todd Mundle will investigate the issue, determine if a way exists to rectify the 
problem and report back on the results. 

9. Items for Discussion 
No items were brought forward. 

10. Adjournment 
The meeting adjourned at 10:59am. 



 
 

Todd M Mundle 
University Librarian 

e. todd.mundle@kpu.ca 
t. 604.599.3400 

 

Senate Standing Committee on the Library - University Librarian’s Report 

November 23, 2016  

1) Open Studies Working Group 

Caroline Daniels, Karen Meijer-Kline and Todd Mundle sit on the Open Studies Working Group 

at KPU. This informal group includes Stephanie Chu (VP, Teaching and Learning), Diane Purvey 

(Dean, Arts), faculty members Farhad Dastur and Rajiv Jhangiani, Meg Goodine (Manager, 

Learning Technology) and Tanvir Singh (Services Member Officer, KSA). It has charged itself with 

sponsoring events surrounding the many aspects of open: OERs, OA Week, grants for OER 

development, etc.  

 

Caroline and Meg attended BCcampus’ Open Education Strategy Forum on October 6 where 

they discussed with key decision makers from BC Postsecondary Institutions, and leading 

experts in the field of Open Policy to explore frameworks to support sustainable, open 

approaches to teaching and learning. 

 

For OA week in October the group organized two faculty focused sessions on the use of OERs in 

geography, physics and trades. The Working Group also adjudicated several grants put together 

to develop teaching OER materials. The group will be arranging further workshop sessions in 

2017 during Reading Week, Open Education Week in March and in early May.  

 

2) GIS Day 

Andre Iwanchuk (Business Librarian) and Chris Burns (Criminology, Data and Research Librarian) 

pulled together a great program on November 16 for GIS Day. Bill McKay, the City of Surrey’s GIS 

Manager, kicked if off with a discussion of recent GIS projects for the City of Surrey and he 

provided an overview of the City’s COSMOS system and Open Data. There was also an 

introductory workshop on GIS using ArcGIS Online and at the end of the day there was a Meet & 

Greet where no one seemed to want to leave! The session was well attended by students, 

faculty and staff who were all curious about GIS technology. 

 

3) Provincial Digital Library 

Caroline Daniels (Systems Librarian) has been assigned as KPU’s in kind support for the 

development of the Provincial Digital Library (PDL). The PDL is conceptualized as a phased, 

multi-year project to establish context-rich access to the intellectual, historical, geographical and 

cultural record of the Province, together with tools that will support citizens in constructing 

meaning and community from its resources.  
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The outcomes of the PDL include enhancing the intellectual and leisure life of citizens, 

showcasing contributions of individuals, organizations, and government, and promoting the 

social and economic vitality of the province by connecting citizens with information about our 

places, past, and people. 

 

The PDL will rely on a collaboratively-developed, open platform for discovery and access. 

Depending on particular needs of participants, future phases may offer content hosting, 

preservation services, and support for working with standards, metadata, linked open data, and 

creative commons licensing. You can find more about the project at 

https://bclaconnect.ca/provincial-digital-library-pdl/ . 

 

4) History of Costume presentation keeps on rolling 

Denise Dale jointly presented in May 2016 with Wilson School of Design Faculty member Shirley 

Calla on their History of Costume course collaboration using students to research and describe 

historical garments from the Society for the Museum of Original Costume. They spoke at the 

Canadian Association of Professional Academic Librarians (CAPAL) Conference that was held as 

part of the Congress of the Humanities and Social Sciences 2016 at the University of Calgary. 

 

A participant at the conference suggested that they present at the “Fashion Now & Then 6th 

Annual Conference” at LIM College in New York. So they applied and were successful presenting 

there in October 2016. Denise and Shirley obtained .6 PD grants to offset their costs.  

 

5) University Librarian’s Activities 

KPU meetings included Senate, Academic Council, Council of Deans, President’s Council, and the 

University Space Committee among others.  

 

CRKN Committees – I attended a Board meetng and the AGM in Halifax in October and was re-

appointed to chair the Content Strategy Committee (responsible for database and journal 

package licenses) for another three years. We recently met in Ottawa in November.  

 

Other – I attended the Council of Prairie and Pacific University Libraries directors meeting in 

Winnipeg in September and the Council of Post Secondary Library Directors meeting at Camosun 

College in October.  

 

https://bclaconnect.ca/provincial-digital-library-pdl/
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Agenda Item:   
Meeting Date:  
Presenter(s): 
 

6.2 
November 23, 2016 
Todd M. Mundle 

 
Agenda Item: Discussion of 2017-18 Library Resources Budget request 

 
Action 
Requested: 

 Motion to Approve 
•   Discussion 

 Information 
 Education 

 
Recommended 
Resolution: 

For discussion. 

 
Senate Standing 
Committee Report: 

For Senate Office Use Only   

 
Context & 
Background: 

As part of the 2017-18 budget submission process the Library provided its views 
on what the budget requirements to operate in 2017-18.  

 
Resource 
Requirements: 

Ideally an additional $600,000+ resources to maintain its current operation and 
collections budgets. 

 
Implications / 
Risks: 

Reduced capacity or ability to purchase resources.  

 
Consultations: None  

 
Attachments: 2017-18  Library Resources Budget Presentation.pdf 

 
Submitted by: Todd M. Mundle 

 
Date submitted: November 18, 2016 

 
Note:  Submit to Senate@kpu.ca as a MS Word document 

 

Key Messages: 
[maximum of 3, 
preferably no 
more than 100 
words] 

1. The Library requires additional resources just to maintain a steady state 
budget.  
2. The Library requires USD relief as nearly 90% of the budget is touched by the 
exchange rate. 
Click here to enter text. 
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FY2017/18 Budget Request
Library Resources



Library Resources Administration provides the division with 
organizational, administrative & strategic leadership. 

FTE: 3 Administrators; 1 Staff

Library provides services & resources to students & faculty to 
support learning & research. 

FTE: 14.8 Faculty;  31.7 Regular Staff

Learning Centre provides in-class and out-of-class support to 
students in developing learning strategies, study skills, writing, 
math & content course understanding delivered through in-
person & on-line peer tutoring, faculty consultations, peer 
coaching, workshops, learning assessments & plans. 

FTE: 4 Faculty; 7 Staff

1

Library Resources Division Structure



Library Resources
Fiscal 2017/18 Budget Request
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 2017/18 Budget
Requests

Fiscal 2016/17
Budget

Fiscal 2015/16
Budget

Fiscal 2015/16
Actuals

Salaries & Benefits $5,274,200 $5,001,200 $4,784,200 $4,923,522
Non‐Salary Expenses $1,616,000 $1,234,500 $1,440,072 $1,340,435
Total Expenditures $6,890,200 $6,235,700 $6,224,272 $6,263,957
2017/18 Budget Request Variance (%) 0.0% 10.5% 10.7% 10.0%
2017/18 Budget Request Variance ($) $‐ $654,500 $665,928 $626,243

$6,890,200 

 $‐

 $100,000

 $200,000

 $300,000

 $400,000

 $500,000

 $600,000

 $700,000

 $‐

 $1,000,000

 $2,000,000

 $3,000,000

 $4,000,000

 $5,000,000

 $6,000,000

 $7,000,000

 $8,000,000

O
pe

ra
tin

g 
Fu
nd

 B
ud

ge
t/
Ac

tu
al
s i
n 
$'
s

Trend Information

Fiscal 2017/18 Budget Request and Prior Year Comparatives



Library Resources

Summary of FY 2017/18 Budget Request 
1) Salaries & Benefits Ongoing $5,274,200

• 14.8 Library Faculty FTE. These are needed to liaise with Faculties, provide library 
instruction and information services, and lead vital functional areas

• 31.7 Library Staff FTE cover service desk and functional areas on 4 campuses during 
open hours.  

• Library Auxiliaries help provide evening and weekend open hours. Additional $4600 
auxiliary coverage for Cloverdale Library (which operates on minimum staffing) for 
vacation coverage. Additional $29,100 auxiliary coverage for Richmond Library to 
cover same opening hours as Surrey but with one less position

• 4 FTE Learning Centre Faculty needed to cover four campus, along with 7 Staff FTE. 
Requesting a Learning Advisor and Trades & Tech Tutor for Trades and Technology 
and funding top up of .3 FTE for a Learning Centre Assistant currently funded at .7

• Library Resources Administration: 3 FTE Administrators + 1 FTE Staff
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Library Resources

Summary of FY 2017/18 Budget Request, cont’d 
2) Travel & PD

Ongoing $ 22,800

3) Supplies
• Consumable Ongoing $ 77,100
• Non-cap Capital - Library Resources receives an annual capital allocation budgeted 

through Capital Acquisitions" in the Capital Fund. Actual expenditures in the Capital 
Fund are primarily for Electronic Indexes, Serials, Subscriptions and Monographs 
which are a sub‐set of the "Supplies" category.

OTO         $926,500 &
Ongoing  $396,800

4) Repairs & Maintenance Ongoing $152,800 

5) Fees & Services Ongoing $ 39,700

6) Communications OTO               $300

4



Library Resources
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Summary of FY 2017/18 Capital Request
1. Arbutus Gallery Lighting Reno (joint request with Fine Arts) OTO $28,400

2. Renovation Deficiencies: Cubicle Completion OTO $4,500
3. Student Chairs OTO $12,700 
4. Step Stools OTO $1,200 
5. Cabinets: Special Collections OTO $6,500 
6. Instructor’s Podium OTO $2,800  
7. Minor Reno: Langley Library OTO $26,700 
8. Major Reno: Langley Library – placeholder OTO $133,600 
9. Visual Presenters OTO $10,000  
10. Annual Equipment Budget Ongoing $10,000  
11. POS Equipment OTO $41,400
12. Desktop/Laptop Computers OTO $3,900



Library Resources
FY2017/18 Position Budget Request
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Budget Request 2017/18 Budgeted Fiscal 2016/17 Variance
Division Faculty Staff Admin Faculty Staff Admin Faculty Staff Admin

Peer Coaching ‐ fold into Learning Centre ‐             ‐            ‐            ‐            ‐           
Learning Centre 4.00            7.00            ‐              4.00            4.70            ‐              ‐              2.30            ‐             
Student Development ‐ General ‐ fold into 
Library Admin ‐              ‐              ‐              ‐              ‐             
Library Administration ‐              1.00            3.00            ‐              0.90            3.00            ‐              0.10            ‐             
Library 14.80          31.70          ‐              13.68          31.70          ‐              1.13            ‐              ‐             
Copyright ‐ moved to Finance ‐              ‐              ‐              ‐              ‐              ‐             
Total Positions 18.8            39.7            3.0              17.7            37.3            3.0              1.1              2.4              ‐             



Library Resources Administration

7

Fiscal
2013/14
Actuals

Fiscal
2014/15
Actuals

Fiscal
2015/16
Actuals

Fiscal
2016/17
Budget

Fiscal
2017/18
Budget
Requests

Salaries & Benefits $4,694,689 $4,919,677 $4,923,522 $5,001,200 $5,274,200
Non‐Salary Expenses $1,560,190 $1,248,336 $1,340,435 $1,234,500 $1,616,000
Revenue $28,714 $24,340 $26,459 $26,300 $24,000
Total Expenditures $6,254,880 $6,168,013 $6,263,957 $6,235,700 $6,890,200
Total University FTE 11,678.7 11,495.6 11,470.8
Total Expenditures per Total University FTE $535.58 $536.56 $546.08
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Library Resources – Objectives

Library
To meet the goals and strategies of Vision 2018 and the Academic Plan 
2018 the Library uses values and principles to guide the Library’s strategic 
directions of Improved User Experience; Enhanced Teaching, Learning and 
Research Support through Collections, Programs, Services and Spaces; and
Workplace Excellence. Theses values and principles include :

• user focused collections, programs, services and spaces built on 
existing strengths 

• efficient stewardship of institutional resources (digital, physical, 
human)

• collaboration with campus units, service areas and individuals
• promotion of open access
• service excellence
• culture of innovation, creativity and risk-taking 
• an open, inclusive, respectful work environment 
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Library Resources – Objectives

The Learning Centre
Purpose: The purpose of the Learning Centres is to support student success by 
encouraging the development of learning strategies that result in confident, motivated, 
and independent learners. Our focus is on learning, development, and success.

Mission: The Learning Centres facilitate student learning, development and success by 
providing integrated services inside and outside of the classroom.  These services include:  
faculty partnerships, research-based programming, study skills workshops, transition 
programs, learning aids, individual assessments, peer tutoring and consultations. 

Goal: By 2020, to support 3,000 students face-to-face and an additional 3,000 students in 
an online tutoring environment, contributing to student success, retention, and program 
completion.

Goal: To train 60 peer tutors annually, leading to professional tutoring designation, while 
providing on-campus work for engaged students, thus contributing to KPU’s reputation for 
quality education and engaged citizenship.

Goal: Partnering with faculty addressing the language and learning needs of our diverse 
student population, with the goal of increasing the number of ESL/EAL students who 
achieve a grade of B or better, and by reducing course failure and attrition rates in core 
courses by 15%.  

9



Library Resources: Future Thinking/
Future Budget Impact

Library as publisher: providing services to faculty to 
help produce open journals, textbooks and 
monographs

Space Rethink: repurposing existing space to meet 
student needs

Increased Access and Equity: improved provision of 
online learning services to students who work or who 
cannot access services on our campuses or are more 
comfortable in the online environment 

10
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Agenda Item:   
Meeting Date:  
Presenter(s): 
 

6.3 
November 23, 2016 
Todd M. Mundle 

 
Agenda Item: Endorsement of KORA Guidelines 

 
Action 
Requested: 

• Motion to Approve 
Discussion 
Information 
Education 

 
Recommended 
Resolution: 

That the Senate Standing Committee on the Library endorse the KORA 
Guidelines. 

 
Senate Standing 
Committee Report: 

For Senate Office Use Only   

 
Context & 
Background: 

The KORA Guidelines have been developed to provide the scope and structure of 
KORA to help both contributors and users understand what is included in the 
repository. With the appendices the Guidelines are intended to let contributors 
know what is required to submit digital works and what their rights and 
responsibilities are with respect to the repository. 

 
Resource 
Requirements: 

The repository is funded through the Library’s current budget which includes the 
cost of the software and personnel to operate it. The repository is cloud based 
and has minimal impact on the IT structure. There are no further resource 
implications. 

 
Implications / 
Risks: 

The guidelines provide a technical and rights framework ensuring that 
contributors have legal  

 
Consultations: Senate Standing Committee on the Library; KPU legal office on privacy issues and 

form development  
 

Attachments: KORA Guidelines November 23 2016.pdf 
 

Submitted by: Todd M. Mundle 
 

Date submitted: November 18, 2016 
 
Note:  Submit to Senate@kpu.ca as a MS Word document 

 

Key Messages: 
[maximum of 3, 
preferably no 
more than 100 
words] 

1. The KORA guidelines provide scope and structure to the contents of the 
repository. 
2. The guidelines provide direction to contributors on what is required for 
submission.  
3. The guidelines provide contributors an understanding of their rights and 
responsibilities with respect to the repository. 

mailto:Senate@kpu.ca


1 
KORA Guidelines 

KORA Guidelines 

Table of Contents 

1. Eligible Contributors 
2. Eligible Content 
3. Submission Requirements 
4. Submission Process 
5. Moderation and Quality Control 
6. Copyright 
7. Non-exclusive Licence with KORA 
8. Access and Re-Use 
9. Privacy 
10. Retention and Withdrawal 
11. Preservation 

APPENDICES: 

 APPENDIX A: Privacy Notice  
 APPENDIX B: Online Submission Instructions 
 APPENDIX C: Submission Agreement 
 APPENDIX D: Student Works Sponsorship Form 
 APPENDIX E: File Formats and File Sizes  
 APPENDIX F: File Naming Conventions 

Guidelines 

KORA is managed by the KPU Library in accordance with the following guidelines, and with advice from the 
KPU Senate Standing Committee on the Library (SSCL) and assistance from the Office of Research and 
Scholarship. These guidelines and procedures are subject to internal review and modification, and are available 
on the KORA site.  

1. Eligible Contributors  
1. Items may only be deposited by members of the Kwantlen Polytechnic community. 
2. KPU community members include individuals or groups affiliated with a KPU department, 

program, research team, working group, collaborative project, or conference, such as:  
1. Current and former* KPU faculty, researchers, and employees (*see 2.9) 
2. KPU faculties, departments, and schools 
3. KPU research institutes 
4. Undergraduate students with faculty sponsorship 

3. Other University-affiliated individuals or entities will be considered on a case-by-case basis. 
2. Eligible Content  

1. KORA collects scholarly and creative materials, as well as important documents related to the 
university's history, in digital format.  

2. Items are only added to KORA with the permission of the author/creator, and where permitted 
under Canadian copyright law.  

3. KORA is an open-access repository primarily providing access to complete (i.e. "full-text") 
digital works but also includes abstracts and citations. 

http://kora.kpu.ca/guidelines.html#eligible_contributors
http://kora.kpu.ca/guidelines.html#eligible_content
http://kora.kpu.ca/guidelines.html#submission_requirements
http://kora.kpu.ca/guidelines.html#submission_process
http://kora.kpu.ca/guidelines.html#moderation_and_quality_control
http://kora.kpu.ca/guidelines.html#copyright
http://kora.kpu.ca/guidelines.html#non-exclusive_licence_with_kora
http://kora.kpu.ca/guidelines.html#access_and_re-use
http://kora.kpu.ca/guidelines.html#privacy
http://kora.kpu.ca/guidelines.html#retention_and_withdrawal
http://kora.kpu.ca/guidelines.html#preservation
http://kora.kpu.ca/guidelines.html#appendix-a
http://kora.kpu.ca/guidelines.html#appendix-b
http://kora.kpu.ca/guidelines.html#appendix-c
http://kora.kpu.ca/guidelines.html#appendix-d
http://kora.kpu.ca/guidelines.html#appendix-e
http://kora.kpu.ca/guidelines.html#appendix-f
http://kora.kpu.ca/guidelines.html
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4. The repository includes all types of digital formats, except for datasets and software. 
5. Eligible types of work include:  

1. Journal articles  
2. Books or chapters 
3. Popular media articles 
4. Conference and workshop papers and presentations 
5. Lectures and speeches 
6. Research reports, technical reports, and working papers 
7. Multimedia and audio-visual materials 
8. Honours theses  
9. Outstanding student projects as selected by faculty members or academic units, and/or 

officers of a duly-formed student research group 
10. Selected course-related materials and learning objects produced by instructors 
11. Selected digitized University records and other materials which document the history of 

the institution, as recommended by the University Archives. 
12. Other types of materials will be considered on a case-by-case basis. 

6. Previously-published journal articles may include different versions, including:  
1. working draft 
2. pre-print: the author's manuscript as submitted to publisher for peer-review 
3. post-print: the final peer-reviewed draft, also called the accepted version  
4. published version: also called the final or official version which has been copy-edited, 

typeset, and/or enhanced by the publisher in other ways 
7. Works that are subject to a publisher's embargo period may be added to KORA at any time, but 

they will not be made publicly visible until the embargo period has ended. 
8. Works published or created prior to an author's affiliation with KPU may be retroactively 

deposited as long as the authors are currently affiliated with KPU and meet all submission 
requirements. 

9. Works published or created by authors who are no longer affiliated with KPU may be 
retroactively deposited as long as the work was published or created by authors while affiliated 
with KPU and meets all other submission requirements. 

10. The repository will also accept materials produced by non-university researchers that are 
produced in conjunction with a KPU-sponsored event, such as a conference or lecture series. 

11. The KPU Library reserves the right to deny materials not within the scope of the KORA 
guidelines. 

12. The KPU Library reserves the right to remove a work from KORA without prior notice for 
administrative or legal reasons. Upon such an occurrence, the metadata record indicating prior 
storage of the Work in the Repository may remain visible in perpetuity. 

3. Submission Requirements  
1. Items will only be added to KORA with the permission of the author/creator. 
2. Authors/Creators may only submit their own work for archiving. 
3. Depositors must accept the terms of the KORA Submission Agreement by which they:  

1. warrant that they own the copyright, or have permission from the copyright holder to 
include their work in KORA. Any restrictions on this copyright must be specified when 
the work is submitted.  

2. attest that the work does not contain any libelous or unlawful matter or violate anyone's 
right to privacy 

3. grant the KPU Library a licence to make the work publicly and freely available on the 
internet in perpetuity for anyone to view and copy for non-commercial use, as long as the 
work is not altered and appropriate acknowledgement is given. This is the equivalent of a 
Creative Commons CC-BY-NC-ND licence. 

http://kora.kpu.ca/guidelines.html#appendix-c
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4. allow the Library to migrate the work to different formats, as needed, in order to ensure 
that it remains publicly-accessible 

4. Depositors who hold the copyright in their own work may choose to assign a broader Creative 
Commons licence which permits additional types of re-use.  

5. Depositors will provide bibliographic metadata for their works (i.e. title, description, keywords, 
abstract, etc.). 

6. Depositors will provide a digital copy of the version of the work that may be legally included in 
KORA.  

7. Student works must be approved by a sponsoring faculty member, department, or officer of a 
duly-formed student research group, prior to submission.  

4. Submission Process  
1. There are two ways to submit material to KORA: Direct Submission and Mediated Submission. 

The main differences are: who uploads the work to KORA; whether the depositor needs to create 
a Digital ("myKORA") account; and whether he/she will automatically receive statistical usage 
reports. 

2. Direct Submission (also called Self-Submission):  
1. Authors/creators directly upload works to KORA through an online Digital Commons 

form.  
2. The first time depositors self-submit, they will need to create a Digital Commons 

("MyKORA") account. This requires that they provide some personally-identifying 
information which will be stored on a US server. (See Section 9: Privacy, and Appendix 

A: Privacy Notice) 
3. Authors/creators receive personalized statistical reports for self-submitted works. 

3. Mediated Submission:  
1. Authors/creators upload works to the KPU Library through an online KPU Mediated 

Submission web form.  
2. Authors/creators may choose to receive personalized statistical reports. 
3. If a contributor chooses to receive personalized statistical reports (by selecting this option 

on the Mediated Submission Form), and provides an email address, a Digital Commons 
account will automatically be generated for him/her. This means that their name and 
email address will be stored on a US server. (See Section 9: Privacy, and Appendix A: 

Privacy Notice) 
4. The KPU Library then uploads the work to KORA on the author/creator’s behalf. 

4. The essential steps are almost the same for Direct Submission and Mediated Submission, but the 
sequencing is different. See Appendix B for detailed submission instructions. 

5. Moderation and Quality Control  
1. Content must be scholarly, educational, or research-oriented, or of cultural or historical value to 

the Kwantlen community. Works must be written in accordance with the tradition appropriate to 
the discipline, including review and editorial intervention. 

2. Works must not contain libelous or other unlawful matter, or violate anyone's right to privacy.  
3. The validity and authenticity of the content of submissions is the sole responsibility of the 

depositor. 
4. In the case of student works, the sponsoring faculty member or department or officer of a duly-

formed student research group is responsible for verifying the quality of submissions. 
5. The KORA administrator and staff do not evaluate the content of submissions. Items are 

reviewed only for:  
1. the eligibility of authors/depositors, 
2. relevance to the scope of the repository, 
3. valid layout and format, and 
4. the exclusion of spam 

http://creativecommons.org/choose/
http://creativecommons.org/choose/
http://kora.kpu.ca/submit_research.html
http://kora.kpu.ca/submit_research.html
http://kora.kpu.ca/guidelines.html#privacy
http://kora.kpu.ca/guidelines.html#appendix-a
http://kora.kpu.ca/guidelines.html#appendix-a
http://www.kpu.ca/library/KORA_faculty
http://www.kpu.ca/library/KORA_faculty
http://kora.kpu.ca/guidelines.html#appendix-b
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6. Copyright  
1. Canadian Copyright law applies to all submissions. 
2. Contributors must accept the terms of the KORA Submission Agreement [see sample in KORA 

Submission Agreement] which requires that:  
1. the work is the original creation of the contributor 
2. the contributor owns the copyright in the work, or has the explicit, written permission of 

the copyright holder to post the work in KORA 
3. if a work that has been sponsored or supported by an agency or organization, the 

contributor attests that he/she has the right to grant the rights contained in this licence and 
that he/she has fulfilled any right of review or other obligations required by the 
agreement with such sponsor. 

4. work that contains copyright-protected material created by someone else must have 
explicit, written permission from that third-party to include the work in KORA. 

3. Deposit of previously-published work is only allowed in accordance with publisher policy. 
4. Items can be deposited at any time, but they will not be made publicly visible until any 

publisher's or funder's embargo period has expired. 
5. Depositing in KORA does not affect the copyright of the work, whether it is held by the 

author(s) or publisher. 
6. Any copyright violations are entirely the responsibility of the authors/depositors. 
7. If the repository receives proof of copyright violation, the relevant item will be removed 

immediately. 

Answers to frequently-asked questions are available on KORA's Copyright page. 

7. Non-exclusive Licence with KORA  
1. As part of the KORA Submission Agreement, depositors must agree to give the KPU Library a 

non-exclusive, worldwide, perpetual and royalty-free licence to copy, store, distribute, and 
transmit the Submission over the Internet through KORA on the terms set out below. 

2. The rights granted to KPU under this Licence will last in perpetuity. References to KORA 
include any successor repository designated by KPU. 

3. The licence gives the KPU Library permission to migrate the work to newer formats for the 
purpose of preserving the work and maintaining its accessibility. 

4. By signing this non-exclusive licence, contributors are not transferring copyright to KPU; they 
are simply giving KPU permission to make the work publicly-available on the Internet, and 
allowing KPU to archive this work in KORA.  

8. Access and Re-Use  
1. Anyone may access the items held in KORA free of charge. 
2. Users may view, download and copy any work for non-commercial use, as long as the work is 

not altered and appropriate acknowledgement is given. (This is the equivalent of a Creative 
Commons CC-BY-NC-ND licence.) 

3. Some items may have differing conditions of use:  
1. If the contributor owns the copyright in the work being deposited, s/he will be given the 

option to assign a Creative Commons licence permitting additional uses of the work.  
2. If the copyright is held by a third-party (e.g. a journal publisher), the permitted re-use 

terms will be specified in the item description in KORA.  
4. Full items must not be harvested by robots except transiently for full-text indexing or citation 

analysis. 
5. Re-use of KORA metadata:  

1. The metadata may be re-used in any medium without prior permission for non-for-profit 
purposes, provided the OAI identifier or a link to the original metadata is given. 

http://kora.kpu.ca/copyright.html
http://creativecommons.org/licenses/by-nc-nd/4.0/
http://creativecommons.org/licenses/by-nc-nd/4.0/
http://creativecommons.org/choose/
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2. The metadata must not be re-used in any medium for commercial purposes without 
formal permission. 

6. Mention of the KORA repository is appreciated but not mandatory. 
7. The University is not responsible for any use or misuse by third parties who access works 

through KORA.  
9. Privacy  

1. myKORA Accounts  
1. Contributors who wish to upload works online directly to KORA ("self-submission") 

and/or receive regular, private statistical reports on the use of their work(s), will need to 
create a personal Digital Commons account in KORA, referred to as their myKORA 
account. 

2. Users who wish to use the personalized services in KORA, such as saved searches, will 
also need to create a personal myKORA account. 

3. When creating their account, users must provide some personal information: their name, 
email address and account password. 

4. Users will have the option to provide additional personal information in their account 
profile, but it is not required in order to create an account. 

5. KORA uses the Digital Commons platform from a US-based company called bepress. All 
data, including limited personal information, is stored on US servers and is therefore 
subject to the laws of that country. In compliance with section 30.1(a) of the Freedom of 
Information and Protection of Privacy Act, RSBC 1996, c 165 ("FIPPA"), KPU must 
obtain your permission to store and access your personal information outside of Canada. 

6. Kwantlen contributors will be prompted to read and accept a Privacy Notice prior to 
creating their myKORA account which informs them of the storage of personal 
information in the US, and will have the option to refuse.  

(See Appendix A: Privacy Notice: Consent For Storing and Accessing Personal 
Information Outside Canada) 

7. People do not have to create a personal account to access or contribute to KORA. 
Contributors may instead submit their work to the KPU Library and library staff will 
upload the work to KORA on their behalf. This is called "mediated submission." (See 
section 4.3: Mediated Submission, and Appendix B for instructions on mediated 
submission.) 

2. Assessments  
1. Information and data obtained by KORA in support of assessment of services, 

collections, resources, etc., or in support of research related to repository services, are 
considered confidential and will not be shared except in aggregates or with the express 
permission of participants, to protect privacy. 

3. Google Analytics1  
1. KORA uses Google Analytics, a Web analytics service provided by Google, to help 

understand how the site is being used and to improve the interface and services. Google 
Analytics operates through the use of a "cookie," which is a text file placed on a user's 
computer that contains information about his/her use of KORA. The information stored 
in the cookie (including user's IP address) will be transmitted to and stored by Google. 
KORA uses this information for analytical and feature-improvement related purposes 
only. It is not shared with any third parties. For more information on Google Analytics 
and Google's privacy policy, please visit http://www.google.com/intl/en/privacy.html 

2. KORA users can opt out of this tracking by using one of the following methods:  
1. Turn off cookies in the preferences setting in browser 

http://kora.kpu.ca/guidelines.html#appendix-a
http://kora.kpu.ca/guidelines.html#note-1
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2. Use the Google Analytics opt-out browser add-on 

1
 With thanks to the University of Rhode Island Libraries for this borrowed text. 

10. Retention and Withdrawal  
1. Retention Period  

1. KORA is meant to be a permanent scholarly record. Items will be stored indefinitely.  
2. Once an item is deposited in the repository a persistent URL will be generated. 

2. Withdrawal Policy  
1. Items may not normally be withdrawn from the repository. 
2. Acceptable reasons for withdrawal include, but are not limited to:  

1. proven copyright violation or plagiarism 
2. legal requirements and proven violations 
3. falsified research 

3. Withdrawn Items  
1. Withdrawn items are not deleted, per se, but are removed from public view. 
2. Withdrawn items' identifiers/URLs are retained indefinitely. 
3. Original URL's will continue to point to ‘tombstone' citations, to avoid broken links and 

retain item histories 
4. The metadata of withdrawn items will not be searchable. 

4. Version Control  
1. changes to deposited items are not permitted. 
2. errata and corrigenda may be included with the original record, if required. 
3. if necessary, an updated version may be deposited. There will be links between the earlier 

and later versions, with the most recent version clearly identified. 
4. items are allocated a checksum to facilitate the detection of alterations 

11. Preservation2  
1. The KPU Library is committed to preserving and providing access to the works in KORA. The 

repository will work with Digital Commons to ensure continued readability and accessibility by:  
1. regularly backing up its files according to current best practice. 
2. encouraging the use of standard and open content formats that meet community-accepted 

digital preservation standards, are widely supported on a number of platforms, and that 
can be preserved and migrated forward to new preservation formats over time. 

3. migrating items to new file formats where necessary. 
4. retaining the original bitstream for all items, in addition to any upgraded formats 
5. providing software emulation to access un-migrated formats, where possible 

2. Some file formats may cease to be supported as a result of changes in technology and the private 
sector which are beyond the control of the Library. Files in these formats may no longer function 
on current computer equipment and hence, become unusable.  

↠ See Appendix e for current list of File Formats. 

3. The KPU Library may determine that our current Institutional Repository platform no longer 
best meets the needs of the university community. Should this be the case, and where possible, 
all content will be migrated to whatever new platform is chosen, and the library will make every 
effort to ensure that all content will continue to be accessible. 

2
 With thanks to the University of Rhode Island Libraries and the University of Connecticut Libraries for borrowed text. 

 

http://tools.google.com/dlpage/gaoptout
http://digitalcommons.uri.edu/
http://digitalcommons.uri.edu/policies_guidelines.pdf
http://kora.kpu.ca/guidelines.html#note-2
http://kora.kpu.ca/guidelines.html#appendix-e
http://digitalcommons.uri.edu/
http://digitalcommons.uconn.edu/forauthors.html
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APPENDIX # A: Privacy Notice (rev. June 23, 2015) 

Consent For Storing and Accessing Personal Information Outside Canada 

Please be advised that by clicking on the Sign up button on KORA's Create New Account webpage, and 

taking the step to create such an account, you are thereby giving consent for the personal information you 

provide to be stored and accessed outside of Canada, strictly for the purposes of providing the KORA services 

outlined below.  

What personal information am I being asked to provide?  

When you create an account in Kwantlen Open Resource Access ("KORA"), you must provide the following 
personal information:  

 your name 
 your KPU or personal email address  
 your account password 

You will have the option to provide additional personal information in your account profile, but it is not 
required in order to create an account. 

Why is my permission needed?  

As a provincial public body in British Columbia, Kwantlen Polytechnic University ("KPU") operates under the 
Freedom of Information and Protection of Privacy Act, RSBC 1996, c 165 ("FIPPA"). In compliance with 
section 30.1(a) of FIPPA, KPU must obtain your permission to store and access your personal information 
outside of Canada.  

KORA uses the Digital Commons service operated by an American company called bepress. The personal 
information you provide will be stored in Digital Commons on servers in the United States, and is therefore 
subject to the laws of that country.  

What will my personal information be used for?  

Your personal information is required in order to submit your own work online to KORA, receive statistical 
reports on the use of your work in KORA, and arrange other personalized services within KORA. 

Do I have to create a personal account to participate in KORA?  

No, this is completely voluntary. If you do not wish to create a personal account, you may instead submit your 
work to the KPU Library to be added to KORA on your behalf using the Mediated Submission Form. You will 
be asked if you wish to receive personalized statistical reports. If you answer yes, and provide an email address, 
a Digital Commons account will be automatically generated. You can choose to opt out by answering no.  

For further information on submitting your work to KORA, please see the KORA Guidelines, or contact the 
KORA Administrator. You can jump to the Mediated Submission Form here. 

http://www.kpu.ca/library/KORA_faculty
http://kora.kpu.ca/guidelines.html
mailto:kora@kpu.ca
http://www.kpu.ca/library/KORA_faculty
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APPENDIX B: KORA Online Submission Instructions (rev. May 19, 

2015) 

Question Direct 
Submission Mediated Submission 

Where do I find the online submission form? KORA website KPU Library online form 
Who uploads the work to KORA? You KORA staff 
Do I need a Digital Commons (“myKORA”) 
account? Yes Not unless you wish to receive usage reports 

Will I receive statistical reports? Yes Yes, if you choose this option and provide an 
email address 

There are two ways to submit material to KORA: Direct Submission and Mediated Submission. The essential 
submission steps are almost the same for either method, but the sequencing is different. he main differences are: 
who uploads the work to KORA; whether the depositor needs to create a Digital (“myKORA”) account; and 
whether he/she will automatically receive statistical usage reports. 

Before you begin: 

Please read the submission guidelines to confirm that your work is eligible for submission to KORA. You will 
need to complete a separate submission form for each work. Supplementary materials (e.g. test instruments) 
may be submitted together with the main work, however. 

Please be sure you have the following:  

 the submission's title 
 an abstract (up to 250 words) 
 a list of keywords (10 maximum) 
 the electronic format of your file, or hyperlink to your file (PDF preferred for text files)  
 permission from the copyright holder, if it is not you 
 for students: approval of a faculty member, academic unit or officer of a duly-formed student research 

group 

Direct Submission steps (also called Self-Submission): 

1. Go to the KORA website and select 'Submit Research':http://kora.kpu.ca/submit_research.html 
2. If this is the first time you have self-submitted a work, you will need to create a Digital Commons 

("MyKORA") account. Please note that your personal account information will be stored on a server in 
the United States. Please see APPENDIX A for details. 

3. Select the KORA collection to which you will be uploading your work (e.g. All Faculty Scholarship or 
Student Works). 

4. Read and accept the KORA Submission Agreement below [SEE APPENDIX C] which  
o warrants that you are the copyright holder, or have the permission of the copyright holder to 

submit the work to KORA 
o attests that the work does not contain any libelous or unlawful matter or violate anyone's right to 

privacy 

http://kora.kpu.ca/submit_research.html
http://kora.kpu.ca/guidelines.html#appendix-a
http://kora.kpu.ca/guidelines.html#appendix-c
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o grants the KPU Library a licence to make the work publicly and freely available on the internet 
in perpetuity to view and copy for non-commercial use, as long as the work is not altered and 
you receive appropriate acknowledgement. 

o allows the Library to migrate the work to different formats, in order to ensure that it remains 
publicly-accessible 

5. Complete a Metadata Form on the next screen describing your work and providing information about 
yourself and any co-authors. 

6. Optional step: If you are the copyright holder, you may choose to allow additional types of re-use than 
the standard KORA Submission Agreement by selecting a broader Creative Commons licence from a 
drop-down list of options.  

7. Upload your digital file(s). 
8. If you have any questions, please send an email to kora@kpu.ca 

For even more detailed steps on submitting your work directly through Digital Commons, revising submissions, 
and attaching additional files, see pages 6 - 9 of the University of Rhode Island's DigitalCommons@URI 
Policies and Guidelines (Version 1, 6/12/2012). 

Mediated Submission steps: 

1. Go to either the Faculty or Student submission form. 
2. Complete the KORA Mediated Submission web form which describes your work. 
3. Read and accept the KORA Submission Agreement below [SEE KORA Submission Agreement] 

which  
o warrants that you are the copyright holder, or have the permission of the copyright holder to 

submit the work to KORA 
o attests that the work does not contain any libelous or unlawful matter or violate anyone's right to 

privacy 
o grants the KPU Library a licence to make the work publicly and freely available on the internet 

in perpetuity to view and copy for non-commercial use, as long as the work is not altered and 
you receive appropriate acknowledgement. This is the equivalent of a Creative Commons CC-
BY-NC-ND licence. 

o allows the Library to migrate the work to different formats, in order to ensure that it remains 
publicly-accessible 

4. Optional step: If you are the copyright holder, you may choose to allow additional types of re-use than 
the standard KORA Submission Agreement by selecting a broader Creative Commons licence from a 
drop-down list of options.  

5. Optional step: You may choose to receive private monthly usage reports by selecting this option on the 
Mediated Submission Form. If you do so, and provide your email address, a Digital Commons 
("MyKORA") account will be automatically created for you. Please note that your personal account 
information will be stored on a server in the United States. Please see APPENDIX A for details. 

6. Upload your digital file(s). 

What happens next? 

 Your work will not immediately appear on the public KORA website. Library staff will first verify that 
it meets the KORA submission guidelines. You will receive an email notice when the work has been 
publicly posted. 

 Library staff will contact you if further information on your submission is required, or if the work does 
not qualify for inclusion in KORA. 

 If you have any questions, please send an email to kora@kpu.ca 

http://creativecommons.org/choose/
mailto:kora@kpu.ca
http://digitalcommons.uri.edu/policies_guidelines.pdf
http://digitalcommons.uri.edu/policies_guidelines.pdf
http://www.kpu.ca/library/KORA_faculty
http://kora.kpu.ca/guidelines.html#appendix-c
http://creativecommons.org/choose/
http://kora.kpu.ca/appendix-a
mailto:kora@kpu.ca
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APPENDIX C: KORA Submission Agreement (rev. May 19, 2015) 

This document constitutes permission to deposit, archive and preserve, and make my submission (the "Work") 
available in the Kwantlen Polytechnic University ("the University") institutional repository, currently Kwantlen 
Open Resource Access ("KORA") of the Kwantlen Polytechnic University Library. 

1. Licence Grant  

By agreeing to the following Licence terms: 

1. I (the author/s or creator/s) confirm the deposit of the Work in the Kwantlen Polytechnic 
University ("the University") institutional repository, Kwantlen Open Resource Access 
("KORA"), or any successor repository based at the University, or hereby grant to the University 
the right to deposit the Work in KORA on my behalf; and 

2. I grant to the University a non-exclusive, worldwide, perpetual and royalty-free licence to 
reproduce and make the Work available for permanent archiving and for public access in KORA 
under the terms of this Licence and any re-use licence or other terms that I may specify in the 
submission process. 

2. Depositor Warranties  

I represent and warrant that: 

1. I have the full power and authority to enter into this Agreement and am duly authorized by all 
rights holders in the Work to deposit or authorize the deposit of the Work and grant the Licence 
in this Agreement; and 

2. the Work is original work and does not, to the best of my knowledge, infringe the intellectual 
property rights, including copyright, of any third party; and 

3. if the Work is based upon or contains material for which I do not hold the intellectual property 
rights, and which is not in the public domain,  

1. I am validly exercising an exception to copyright infringement in accordance with the 
Copyright Act, RSC, 1985, c. C-42) or I have obtained sufficient and appropriate 
permissions for the third party material to be reproduced and made available under the 
terms this Licence; and 

2. I have clearly identified and acknowledged such material within the text or content of the 
Work; and 

4. if the submission is based upon work that has been sponsored or supported by an organization 
other than KPU, I have fulfilled any right of review or any other obligation required by the 
agreement with such sponsor or supporter; and 

5. the Work does not, to the best of my knowledge and belief, contain any libelous or other 
unlawful matter and does not violate anyone's right to privacy 

If, at any time hereafter, you learn that any of the foregoing statements are inaccurate, you must 

contact KORA immediately. 

3. University Rights  

I agree that the University: 
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1. may translate the Work into any medium or format for the purposes of archiving, preservation 
and migration of the Work to any successor University repository; and 

2. may apply metadata elements or documentation to the Work, and any such additional material 
will be the intellectual property of the University; and 

3. will exercise reasonable endeavours to preserve the physical integrity of the Work, but shall 
incur no liability for loss or damage to the Work; and 

4. retains the right to remove the Work from KORA without prior notice for administrative, legal, 
or other reasons outlined in the KORA Guidelines. Upon such an occurrence the metadata record 
indicating storage of the Work in the Repository may remain visible in perpetuity. 

4. Terms of Access and Use by the Public  

I agree that: 

1. the University will make a digital copy of the Work available in KORA for the public to view 
and copy for non-commercial purposes only, without prior permission or charge, provided that 
the Work is not altered in any way and is properly acknowledge; and 

2. if I wish to permit broader rights of re-use of my Work, I will choose one of the Creative 
Commons licence options presented in the next step of the KORA submission process. 

5. Release and Indemnification I acknowledge that:  
1. I have read and understood the KORA submission guidelines and that my Work complies with 

those guidelines. 
2. I understand that the KORA submission guidelines may be amended from time to time and that 

the then-current guidelines will apply to my Work. 
3. The University will rely upon the representations and warrants that I have made in this Licence 

and is not responsible for independently verifying their veracity. 
4. I will not hold the University responsible for any use or misuse of my Work by third parties who 

access the Work through KORA. I agree to indemnify and hold the University harmless against 
any loss, damage, claim, liability, settlement cost or expense (including legal fees) incurred by 
the University arising out of, or in connection with, the University's use of your Work pursuant 
to this Licence. 

6. Governing Law and Jurisdiction  
1. This Agreement and all questions of construction, validity and performance under this 

Agreement shall be governed by Canadian law and subject to the exclusive jurisdiction of the 
Canadian courts. 

 

If you have any questions about this Submission Agreement, please see the KORA Guidelines, or FAQ's, or contact the KORA Administrator. 

 

 

 

 

http://kora.kpu.ca/guidelines.html
mailto:kora@kpu.ca
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APPENDIX D: Student Works Sponsorship Form 

The Kwantlen Open Resource Access (KORA) collection welcomes outstanding works by current KPU 
students and/or work prepared while they were students at KPU (per the KORA Guidelines, Sections 1.2.4 and 
2.9). These works will be made publicly and permanently available online through KORA. Each work will have 
a stable URL which can be included in resumes, portfolios or CV’s, and students will receive statistical reports 
on their use if they create a Digital Commons “myKORA” account. (See KORA Guidelines, Appendix B, 
“Online Submission Instructions” for details.) 

Moderation and Quality Control 

As outlined in the KORA Guidelines (Section 5: “Moderation and Quality Control”), KORA administrators and 
staff do not evaluate the content of submissions. They review submissions only for: 

 eligibility of authors/depositors 
 relevance to the scope of the repository 
 valid layout and format 
 exclusion of spam 

In order to maintain a high standard of quality, students must obtain the sponsorship of a faculty member, 
academic unit, or officer of a duly-formed student research group prior to submitting their work(s) to KORA. 
Although students are responsible for the validity and authenticity of their work, the sponsor is responsible for 
verifying the quality of the submission(s). The individual or unit that supervised the work is in the best position 
to evaluate its quality. 

Sponsorship Form 

Students must obtain this written endorsement prior to submitting their work to KORA. The best way to do this 
is to have their supervisor complete the “Student Works Sponsorship Form”. Using this form, sponsors will 
attest that the student work being submitted is worthy of long-term preservation in KORA, and that: 

 The content is scholarly, educational, or research-oriented, or of cultural or historical value to the 
Kwantlen community. 

 The work is written or created in accordance with the tradition appropriate to the discipline, including 
review and editorial intervention. 

Students will attach the completed form to their KORA submission as a supplemental file. The completed form 
will be kept on file, but will not be publicly displayed. 

 

 

 

 

http://kora.kpu.ca/
http://kora.kpu.ca/guidelines.html#eligible_contributors
http://kora.kpu.ca/guidelines.html#eligible_content
http://kora.kpu.ca/guidelines.html#appendix-b
http://kora.kpu.ca/guidelines.html#moderation_and_quality_control
http://kora.kpu.ca/KORA-student-works-sponsor-form.pdf
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APPENDIX E: KORA File Formats and File Sizes 

Digital Commons allows the upload of any discrete file formats including audio, video and image files. 
Additionally, you can stream media from third-party services like YouTube or Vimeo on Digital Commons 
metadata pages. 

PDF format is preferred for text documents. Other text formats will be converted to PDF prior to uploading to 
the public site. 

There is no file size limit, except for Word files which cannot exceed 800 MB3. However, authors attempting to 
upload most files over 2GB (typically videos) will see a suggestion to use a high-bandwidth connection for best 
results.  

Preservation of File Formats4 

As per Section 11 of the KORA Guidelines (Preservation): The KPU Library will use standard data 
management practices to protect the items stored in KORA. The database will be backed up regularly and will 
be kept secure against unauthorized deletion or modification. 

The KPU Library will take all possible steps to assure continuing access to items deposited in KORA. Every 
item deposited will remain retrievable from the repository. However, computer files depend on the availability 
of the appropriate software to render the functions and appearance intended by the file's creator; over time older 
software applications may no longer function on new computer platforms, leaving the files created with those 
applications inoperable. The level of access that the Libraries can assure to items stored in KORA may therefore 
range from preservation of the full functionality and appearance of the original file to preservation of the mere 
bit stream with no assurance that the file's original functionality or appearance can be recreated. 

In general, files created with open or non-proprietary software offer the greatest likelihood that their 
functionality and appearance can continued to be rendered as computer environments change. Faculty and other 
creators of digital content are urged to carefully consider the implications of choosing one or another file format 
or software application, and to balance the importance of the functions provided by a software application 
against the importance of being able to preserve those functions over a period of years or decades. 

The Libraries identify three levels of assurance for the continuing operability of digital files in KORA:  

 Supported: we support this format. There is a high likelihood that its content, appearance, and functions 
will be preserved over time. 

 Known: we recognize this format but cannot guarantee its support over time. 
 Not Supported: we do not recognize this format. At best, the bit stream will be preserved but not 

appearance or functionality. 

Format Support Levels 

Name Extensions MIME Type Support Level 

Adobe PDF pdf application/pdf supported 
XML xml text/xml supported 
Text txt, asc text/plain supported 
HTML htm, html text/html supported 

http://kora.kpu.ca/guidelines.html#note-3
http://kora.kpu.ca/guidelines.html#note-4
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Microsoft Word doc application/msword known 
Microsoft Powerpoint ppt application/vnd.ms-powerpoint known 
Microsoft Excel xls application/vnd.ms-excel known 
MARC   application/marc supported 
JPEG jpeg, jpg image/jpeg supported 
GIF gif image/gif supported 
PNG png image/png supported 
TIFF tiff, tif image/tiff supported 
AIFF aiff, aif, aifc, iff audio/x-aiff supported 
audio/basic au, snd audio/basic known 
WAV wav audio/x-wav known 
MPEG mpeg, mpg, mpe video/mpeg known 
RTF rtf, rtx text/richtext supported 
Microsoft Visio vsd application/vnd.visio known 
FMP3 fm application/x-filemaker known 
BMP bmp image/x-ms-bmp known 
Photoshop psd, pdd application/x-photoshop known 
Postscript ps, eps application/postscript supported 
Video Quicktime mov, qt video/quicktime known 
MPEG Audio mpa, abs, mpega audio/x-mpeg known 
Microsoft Project mpp, mpx, mpd application/vnd.ms-project known 
Mathematica ma application/mathematica known 
LateX latex application/x-latex known 
TeX tex application/x-tex known 
TeX dvi dvi application/x-dvi known 
SGML sgm, sgml application/sgml known 
WordPerfect wpd application/wordperfect5.1 known 
RealAudio ra, ram audio/x-pn-realaudio known 
Photo CD pcd image/x-photo-cd known 
AutoCAD dwg   known 
AutoCAD Exchange Format dfx   known 
AutoCAD Internet Files dwf   known 
DejaVu djv   known 
RealVideo ra, ram video/x-pn-realvideo known 
sid sid   known 
 

If your format isn't listed, please contact KORA. 

3
As of July 2014, with Digital Commons Release 7.9. 

4
Modified from the University of Connecticut’s Digital Commons@UConn site, which was in turn based on the University of Kansas' KU ScholarWorks site. 

mailto:kora@kpu.ca
http://digitalcommons.uconn.edu/formats.html
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APPENDIX F: KORA File Naming Conventions 

Overview 

This document provides guidelines on the naming of files in KORA. Please contact KORA staff if you have any 
questions.  
 

Quick examples: 

The principles illustrated in these quick examples are explained in the remainder of the document.  
Type of work Example of file name 

Single author:  Burns_Chris_Implementing_IR 
Multiple authors:  Woodcock_L_et_al_How_Start_IR_Scratch 
Agency/Organization as author: Aboriginal_Student_Transitions_Kwantlen 
(unique title; use title only)   
Agency/Organization as author: KPU_Library_Survey_Students_2013 
(title not unique, and/or more than one edition; include author 
and date:   

Previously-published item: Burns_Chris_Implementing_IR_preprint_2014 
 

General Principles 

File names in KORA should:  
 be unique 
 have less than 50 characters  
 omit "stop words": a, an, the, if, but, so, for, etc. 
 have no spaces 
 use letters, numbers, and the underscore (_) only  
 use the underscore to separate words 

 
The following pages provide more detail on each element of the file name, with examples. 

 single author 
 multiple authors 
 agency/organization as author 
 title 
 previously-published work 
 date 

 

Author 

Single Author 
 The file name starts with the author's surname, followed by an underscore, and his/her given name 
 Use capital letters for first and last name  

o e.g. Woodcock_Linda ... 
Multiple Authors 

 Use the name of the first author only  
 Put the first author's surname first, followed by an underscore and his/her first initial, followed by 

another underscore and the phrase "et al"  
o e.g. Woodcock_L_et_al ... 
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Agency/Organization as Author 
 Use the item's title for the file name, provided the title is unique. Perform a KORA title search to 

confirm that it is a unique title.  
 Separate words using underscore  

o Example:  
Author: Kwantlen Polytechnic University 
Title: Aboriginal Student Transitions from Kwantlen Region Public High Schools to BC 
Postsecondary Education 
KORA file name format: Aboriginal_Student_Transitions_Kwantlen.pdf  

 If the title is not unique, you may use the name of the (main) project signatory plus the first three or four 
significant words of the title in the file name  

o Example:  
Authors: Kwantlen Polytechnic University 
Title: Library Survey of Students 2013 
KORA file name format: KPU_Library_Survey_Students_2013.pdf 

Title 

 If the title is brief, the full title can be listed (omit stop words such as ‘a', ‘an', ‘the', etc.)  
 If the title is longer, use the first three or four significant words only  
 Capitalize first letter of each word in title 
 Separate each word in the title with an underscore 
 Omit stop words  

Example  
Authors: Linda Woodcock and Chris Burns 
Title: Implementing an IR, whose idea was this anyway? 
KORA file name format: Woodcock_L_et_al_Implementing_IR.pdf 

 

Previously Published work 

 For previously published works add the version you are submitting to the file name (e.g. preprint; 
postprint; publisher_PDF)  

o Example  
Burns_Chris_Showcasing_Scholarly_Output_preprint_2014 

Date 

 Dates are generally not used in file names. This information is usually recorded in the metadata of an 
item record in KORA, instead.  

 However, there are some instances where a date is included to differentiate between files with the same 
title. This may happen with publications that repeat regularly (such as a course workbook or newsletter), 
or when a file has been revised.  

o Date format for annual titles: yyyy  
o Date format for titles requiring a full date: yyyymmdd  
o Example  

Author:Woodcock, Linda  
Title:RDA and you [course offered occasionally over several years] 
Year: 2012  
KORA file format: Woodcock_Linda_RDA_2012.pdf  
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