Eberly Family Special Collections Library

Scanner Procedures

Revised 5/1/00

1) Only Special Collections materials will be scanned on the Special Collections Library scanner. Nothing will be scanned that is copyright protected beyond the normal "fair use" guidelines. Scans requiring use of a scanner outside of Special Collections (i.e. Preservation) will be subject to the workflow of that unit and their pricing structures.

2) Criteria for using the scanner will be the same as criteria for photocopying (i.e. 


fragility of item, amount of book curve, wear). Preservation concerns will 


dictate whether an item may be scanned.

3) Scanning will be saved to a disk that will be supplied by the patron. [If Special Collections has to provide a disk, there will be an additional $2.00 service charge applied to the fee.]  Since scanning to e-mail or url's is size dependent (no more than 25 megabytes are allowed to be sent through the PSU server), this type of transfer will not be offered. 

4) There will be 2 types of scans: 

Reference Scan at under 100 dpi resolution and 

Publication Quality at between 300 and 600 dpi. 

As with photographs or photocopies, all commercial use and "one time only" 

requirements will still be in effect.

5) Fees will be charged as follows: 



a) Low Resolution (Reference) Quality = Photocopy:  $2.00 per image.



b) High Resolution (Publication) Quality = Glossy Print:  $8.00 per 

image.

6)
Turn-Around Time:  The average turn-around time will be 48 hours for 


individual items/pages.  Large projects may take longer.

7) 
Quantities:  Copying will normally be limited to "fair use" guidelines.  Special 


Collections reserves the right to charge a processing fee for large projects.  The 


processing fee will be $20.00 per hour.

8) Previously scanned images will reside on the server and moved to tape after 


a period not to exceed 6 months after scan.  

9) Print copies will be able to be created by linking the scanner to one of our networked printers.  The charge for a paper printout will be $2.00 per page 
The Pennsylvania State University Libraries

Special Collections Department/University Archives

122 Paterno Library

University Park, Pa 16802

JOB DESCRIPTION

Temporary Wage Position – General Education Grant

Minimum 20 hours per week @ $7-10.00 per hour

Job Summary: Support digital scanning operations, update and maintain project Website.  The project focus is to employ electronic technology in digitizing projects to preserve and increase access to archival collections within the University Archives.

Primary Responsibilities: 1) Prepare original source materials (reports, photographs, archival files, manuscripts, blueprints, and/or other items as assigned) for single-page scanning.  Review and collate materials for completeness and sequence, and identify anomalies that will be encountered during scanning. Under the direction and guidance of the Assistant University Archivist, perform minor treatment repairs to stabilize and safeguard materials before scanning.


2) Determine best capture device to employ to insure quality image capture based on the physical limitations and condition of the originals and the requirements of the project.


3) Following guidelines for preservation imaging, set scanning parameters for quality capture of the image.  Edit images as required by the project specifications.


4) Perform quality inspection of images.  Produce necessary image derivatives for delivery and display.  Create paper output facsimiles when required.  Following local practices, manage and archive data.  Maintain daily statistics of scanning activities performed and jobs completed.


5) Responsible for the careful handling of fragile and brittle source materials, as well as for the security and safekeeping of all scanning equipment.


6) Responsible for the maintenance and routine updates to the project website.

Requirements: Knowledge of Windows 95/98 required; Experience with NT in a networked environment a plus.  Experience with scanning, computer applications and system support analysis strongly desired; a solid grounding in database operations and ability to troubleshoot workflow problems preferred.  Strong communication skills especially on technical matters ideal.  Ability to work independently within a team environment and work well with a variety of people.

Applications: 
Submit your resume and cover letter to: Human Resources, University Libraries, 5th Floor, Paterno Library, University Park, Pa 16802.  Questions can be referred to: Jackie Esposito @ 814-865-7931 or jxe2@psu.edu.  Application deadline: June 1, 2000.
