PARADISEC Sydney Staff Meeting

Room 238, Transient Building F12, University of Sydney

2pm, Thurs 19 June, 2003

AGENDA

1. Welcome (Jane Simpson on behalf of Steering Committee)

2. Operational reports:

- Data entry and tape handling (Amanda)

- Audio equipment and ingestion (Frank)

- Systems Architecture (Linda) 

3. Target setting/ overnight batch processing 

4. Accounts and petty cash

5. Workshop

6. Hook lecture

7. Any other business

Present:  Jane Simpson, Linda Barwick, Frank Davey, Amanda Harris

2. Operational reports:

- Data entry and tape handling (Amanda)
· Amanda is almost finished inputting data for all of the collections currently held here – will need new tasks after that is finished.  Once the ingestion process is really up and running, there should be many more tasks.  

· We need to process some Sydney and Melbourne tapes:  Hugh Clarke’s collection is a possibility.  Amanda and Linda to liaise with Nick re Melbourne collection – Linda could bring some tapes back with her from Melbourne.  Elkin tapes are in poor condition – they should be left at least until the dehumidifying process is ready.

· Amanda to put priority setting on the agenda for after the workshop when we can also talk about the possibility of digitising on demand.

· See Amanda’s attached report for further details

- Audio equipment and ingestion (Frank)
· Work on the air conditioner is more or less arranged although Frank still hasn’t received a quote

· The AFI is not working on both Quadriga machines

· Milestone:  Frank has downloaded files from APAC to be sealed 

· See Frank’s attached report for further details
- Systems Architecture (Linda) 
· Linda has produced document outlining the whole process of digitisation so that in case of any personnel changes or extended absences, the whole process is documented.  Currently it only describes the digitisation process though eventually it will describe everything including Amanda’s management of the collections and return to collectors. Linda will also produce a work flow diagram from it.
· This is part of making all systems go before Linda goes away; we are on the verge of having everything up and running.

· Much of document was compiled yesterday in consultation with Frank, Frank to check closely next week on Linda’s computer and add comments.  Amanda to show him how to use track changes function in Word

· Linda to circulate document to Nick and refer to him to answer several questions on process

· Once the process is up and running we need a scheduling procedure for the things that are only done every few days, deleting old files, and restore every 6 months

· Some pre-ingestion things are still holding up the process i.e. dehumidifying method and  slow spool
· Azoulay folders were cleaned up yesterday, the Sealed folder still needs to be moved to the Archive folder
· More of Amanda’s tasks need to be documented

· There’s still a bug in the batch processor which Drew is endeavouring to fix.  Linda to write a formal letter to complain about the parts of the system which are not yet functioning as they should.  Drew wants to charge for new version of batch processor

· MP3 generation can probably be set up on Amanda’s machine from the CD copies (if we have to do it manually)

· Nick has made progress with the XML exports.  There is now a button in the catalogue to export XML.  Perhaps at the end of each day Frank can give Amanda a list of the files he needs XML for for her to generate.  Nick is working on automatically renaming the files; Frank has downloaded a program which can rename.

· Archive process is not yet proven, sealed BWFs need to be moved to other partition first

· Linda to talk to Stu about how often APAC will look at our files to carry out mirroring process

· We are still dependant on Matthew and Tim Nicholson to write script to automate the process

· Safe should be moved soon, pending evaluation of floor structure by engineer, the temperature of the room shouldn’t be an issue as it is fireproof and sealed (can use silicon gel)

· We are further down the track that some other places that Linda has visited which are better resourced – our system is better designed.

· Milestone:  The first CDs were handed over to Professor Voorhoeve on the 4th of June by Linda

3. Target setting/ overnight batch processing 
· Nick suggested a target of 3hrs of ingested material per day

· We should have a system of tracking ingestion so that if targets are not achieved the reasons are clear:  eg systemic reasons may indicate that target is not achievable or indicate that changes need to be made
· Overnight Batch Processing:  When Matthew’s machine is moved it will work faster and can be used for overnight work, Linda has contacted Matthew about moving it.  

· Frank’s machine should not be left on overnight as it will crash.  Frank to set up batch processing to happen during his lunch breaks. 
4. Accounts and petty cash

· Naresh can set up a charitable donations account (through Joy) – 
· It will be too much trouble to get the money back from Melbourne – would need a detailed account of expenditure.  Instead some bills can be sent to UMelb directly (i.e. safe removal, reel to reel machine repair)
· Naresh can also set up a 11111 account for outside work – would be better to do through Music than Linguistics as Jane will be away next semester.  Funds can be transferred directly into this account for work which is carried out (e.g. from library).  Then we can choose how the money is spent.
5. Workshop

· Public knowledge project at UBC has created Open Conferencing System which Linda has now set up for the workshop.  It enables set up and management of workshop and organises the refereeing process.  This means we don’t need to rely on a publisher to oversee this process which should make it quicker.  Is currently running from Azoulay but Matthew says it could be run from any of the Arts faculty servers

· Linda to follow up Peter White at Oceania who hasn’t replied yet to say he’s received the abstracts  

· See Amanda’s attached report for more detail

