PARADISEC Sydney Staff Meeting 
Room 238, Transient Building F12, University of Sydney 
1pm, Wednesday 16th March, 2005 




Minutes

Present:  Mim Corris, Amanda Harris, Jane Simpson, Nick Thieberger, Bill Foley

Apologies:  Frank Davey, Linda Barwick, Allan Marett
Actions concern:

	
	LB
	NT
	FD
	AH

	1.  BUSINESS ARISING FROM PREVIOUS MEETING

DONE

· slide scanner can be used to process negatives
· now have contract for Kartomi materials
· spooling machine - Russell and Frank may have been talking about this when Russell was here ACTION:  FD to confirm
· Mim has sent a follow up email to Rachel Cross about the SWALSC tapes and CDs
· audio notes import - NT has done half of it but hasn’t been able to complete as yet will discuss with Frank the best way to do this.  Presently FM Pro is published from AH's machine to FD's machine – better to enter them into FM Pro than to maintain them as text files.  This avoids double handling. NT thinks AH and FD should be able to work on the catalogue at the same time just not on the same record simultaneously AH agrees.  ACTION:  FD to try out using catalogue at the same time as AH/MC, if it works FD to start entering audio notes directly into catalogue instead of creating text files.
· Joe Blythe is photographing notes at Peter Newton’s house.
· Multi-institutional Agreement - LIEF 2005 account is set up

STILL TO DO

· ACTION:  LB to find out about doing a write to data for SWALSC materials while waiting for them to be transferred

· MySQL database – NT and AH meeting today with ACL

· ACTION:  LB and AH still need to discuss charges on CD/DVD duplication once unit is up and running again.  NT suggested that we may need to get a new computer dedicated to burning – it would cost $2-3000 but then could be used as a revenue raiser.

· ACTION:  NT and AH still need to clarify the Wurm PIs – NT suggested once papers are digitised it will be clearer which papers belong with which tapes: NT suggested we may need archival acetate slips - A4 slips, acid free sheets - put tapes in them and have sticky labels on outside.  Clearly we need to get a system in process for this.  It must be automated more.  We need to build into the cataloguing process - print out report which includes a sticker "This cassette was digitised by PARADISEC on such and such date.....”
· Once DVD/CD duplicator is working as it should it needs to be networked so that people can send data to it remotely.  AH has emailed Matthew Geier about this but he said it’s something for the suppliers to work out 
· AH filed OHS report on shoulder and hand problems but still needs to see a GP and put in work cover claim so that her workspace will be assessed.
· AH has contacted Julia Mant about details of transferring Elkin files.  Archives are still figuring out how to store the files.
· Air-conditioning requirements - need to check whether quote is appropriate. ACTION:  AH to email Leanne Mumford and Peter McGee for advice, this may also change with possible move to META centre offices.

Frank's to do list from the previous meeting went unchecked as he was absent from the meeting and had not yet sent his report.
NB:  since the meeting Frank’s report has been received:

· FD has confirmed with Drew from Syncrotech which plug-ins and break out box needs to be ordered

· FD has contacted Screensound re Studers and is still following up on other ordering possibilities

· FD has contacted Eugene but not yet given him a list of consumables to order ACTION:  prepare list and order through Eugene
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	2. OPERATIONAL REPORTS

a) Nick Thieberger

· We have $20,000 in this year’s budget for imaging projects and are working on several different projects at the moment:  Capell field note digitisation, Wurm (including 120 Solomons tapes, Vanuatu and Asmat material, there are many boxes and NT estimates we need about 1 day for a box).  Papers will go to National Library - images on the web.  Peter Newton is doing the numbering and cataloguing - he will be encouraged to do it if we help with the imaging.  Could buy a setup camera plus laptop for here - get Peter Newton to come to Sydney University, if there's an office he could sit in for a month.  BF suggests using Ingrid Piller's room for this.
· See Nick’s attached written report.
b) Amanda Harris 
· Problems with CD/DVD unit have continued, Mark Fletcher was unable to solve the problem on Tuesday.  ACTION:  AH to organise for Desktop Support and Mark Fletcher to come at the same time to attempt to solve problem.
· Most aspects of the job share have been set up now, ACTION:  MC and AH still to establish common folders which can be shared with both profiles – talk to desktop support about this.
· See Amanda’s attached written report
c) Linda Barwick
· See Linda’s attached report
d) Frank Davey

· See Frank’s attached report
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	3. INGESTION PROGRESS

· 120 hours of Wurm digitised = 1.3 terabytes
· NT has brought up Catriona Hyslop's 12 tapes from northern Vanuatu - she has to archive with ELDP, but SOAS is not yet established for archiving and digitising - presently ELDP people are asking NT for information can we charge ELDP? WF: No. WF questioned why the Hyslop tapes should be prioritised.  NT - strategic issue:  RCLT needs to recognise the importance of archiving - Stephen Morey is pushing it. NT - we're encouraging grad students to digitise and use stuff.  JS suggests that Peter Austin be asked to subsidise PARADISEC for making high quality digital copies for ELDP and sending them to ELDP.
· Laycock tapes – several of these are being prioritised for Onishi Masayuki to work on.

· Capell tapes, we have the originals and they are in fairly good condition.  Several requests have been put in for prioritisation of these tapes from researchers.

	
	
	
	

	4.  EQUIPMENT

· The new audio cubes arrived at Syncrotech on Monday - Drew emailed us after they arrived to say that there's a further invoice to be paid before delivery which he had not told us about before.  SEAFAHM finance have said it will take 5 days to be paid so this is delaying delivery.  Drew will install them and train Frank.
· NT is still having trouble with the minidisc attached to the PC at MU - seems to be a problem with the computer – NT might just buy new computer.

	
	
	
	

	5. OUTSIDE WORK

· SWALSC – still waiting for Rachel Cross to organise courier transportation of their tapes, CDs and DVDs back to WA and transfer of digital files.

· Elkin – Frank is gradually cleaning and ingesting Elkin files.  Julia Mant has suggested burning files to DVD for transferring to their archive – this is still being negotiated

	
	
	
	

	6. STAFF ARRANGEMENTS

· Mim is working Mondays and Thursdays, and Amanda is working Tuesdays and Wednesdays

· AH has emailed a request to the web administrator to change the admin@paradisec.org.au alias to Mim’s new email address.  ACTION:  AH to follow up

	
	
	
	*

	7.  FUTURE SPACE REQUIREMENTS
· The use of the Arts IT/Meta Centre space was discussed and possibility of using both it and the current Paradisec space.


	
	
	
	

	8. Any Other business

· NT asked about invoicing for the LIEF grant who invoices whom first.  AH thinks that last time it was done at the same time.  ACTION:  AH to confirm with finance team what the best method is for this.  LB and AH discussed this with the finance manager in a meeting in January.  

	
	
	
	*


Minutes taken by Jane Simpson and prepared by Amanda Harris
Meeting closed at 2pm
