Student Assistants at the Design and Construction Archives: Learning
Outcomes and Program Support

Jordan Thaw & Mary Weppler, UC Merced’s Design and Construction Archives MERCED

Background Results

UC Merced’s Design & Construction Archives was established in July 2012. As a new program, workflows

and initiatives needed to be created in order to organize and manage the vast number of records, both Student Assistant (SA) Learning Outcomes
physical and digital, that had been created throughout our young campus’s 10 years of planning, design and -
construction. ; ®SAs learn to utilize software applications for digital curation activities. For example, Adobe Acrobat Professional is
- utilized to apply OCR (optical character recognition) and to bookmark documents; such activities maintain the integrity
Students have been critical to the success of this program. Student Assistants in the archive are trained to - of the original analog document while simultaneously enabling greater search functionality.
catalog physical materials and to digitize, curate, and save digital records within databases of structured ; @ SAs learn to use several databases through which information is organized, shared, and maintained. These databases
classification schemes. Each campus building and infrastructure project consists of thousands of documents. G include Box, DSpace, ArchivesSpace, Archivists’ Toolkit, Facilities Link, Prolog, and the department’s website/content
It is a significant responsibility to maintain the records of campus planning, design & construction; many G Mmanagement system.
records have an “in perpetuity” retention period, and simultaneously there is the added complexity of @ SAs learn customer service in an information environment. Knowledge of the infrastructure that supports information
preserving both physical and digital formats. requests begins by teaching students how to place information in databases of structured classification schemes.
Such standardized practices result in efficient search and retrieval of information. Students interact directly with users
i 1 e A ] T T 5 el L G o g e G In satistying information requests, including campus staft, legal counsel, auditors, construction managers, architects
G and consultants.
@ SAs learn to utilize office and industrial scanners to digitize documents previously available only in analog/paper
oaniREa G format. Students apply appropriate naming conventions to documents, placing them within classified file structures as
L — noted above.
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Fig. 5 Digital File-Naming Tutorial Fig. 6 Online Archive of California Finding Aid,

Renderings and Maps, UCM, curated by campus planner
— Richard Cummings and student assistant Leslie Anderson.
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& Name hierarchically, from general to specific (see
example below).

.
¥ Bmeuegent RE 2 1 i 5 T — & Use acronyms and abbreviations when possible. Keep
LR ' l " i F ! H 'Ié - 'ﬂﬁg.ﬁ your length short and descriptive.
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& Use underscores when naming single files. Do not

Guide to the Physical and Environmental Planning Renderings and

Maps, University of California Merced R.002
n Number: R.002

use the following symbols in filenames:

o ; #%,& { },\/, < >7% 7 blank spaces, ., =, :,;, |,

LI R BT 2N 1 e T 2% 00\
11 ! l l ! == = You are here!

<@ Online items available
=% Contact UC Merced::Physical Planning, Design and Construction Archives

& If there are several versions of a file in one folder,
include the date in the filename using the following date
convention: yyyymmdd

i.e., “TAC_agenda_20140407"

. @ Collection Contents
<&> Long Range Development Plan Artist Concepts,
2002

& Use the Projects_index in the Projects folder in order
to find the appropriate project acronym and for a list of
common abbreviations.

<@ Bruce Race Urban Development Renderings

<& CIiff Lowe Architectural Renderings

<> Doug Jamieson Arc hitectural Renderings

<& Garden Suites and Lakeview Dining Arc hitectural
Renderings

Example:

Project acronym Document acronym (change order)
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Hypothesis i

Student Assistants employed and trained by the Design & Construction Archives learn skills in information Number o ProcessingTime TtalStudent | Total Sudent Program Su pport Results Summary
organization, including digitization and classification of both physical (analog) and digital documents. In turn the Volumes ?M.nl) Binwes T - . . . . .
archives achieves a consistent level of service and program support; these activities are crucial to preserving the Gataloged Physica % 168000 & Digitization of 158 Operations & Maintenance manuals (binders are 3-4 inches wide)

institutional record by providing access to and preservation of valuable records required for long-term retention. e 20 2e0 € Digitization of approximately 7300 design & construction submittals and shop drawings
This presentation explains the kinds of skills learned by students, and also presents assessment of their success Oporstonas. N & Cataloging of approximately 5600 physical (analog) records
by a quantitative review of their contributions to the Archives’ collections.

[Totals 401220 @ Setting up standardized file structures for collections of all campus buildings and infrastructure projects in the archives’
digital repository DSpace (currently 27 major collections)
@ Migration of legacy data from Box into DSpace digital repository (currently 118,236 digital documents)
@ Curation of the Archives’ digital collection of UC Merced maps and architectural renderings to the Online Archive of

Fig. 2 Submittal- Hundreds of files like this one are created for each campus structure; a single file may comprise shop California (81 volumes).
drawings, material data, samples & product data. Most of the campus submittals were created in physical format only. Student

assistants have digitized thousands of files like this one, files that are required to be retained in perpetuity by UC’s Office of the

President.

8.5” x 11” documents Submittal Processing Activities C O n C I U S I 0 n

‘ digitized with regular scanner  { prooure items from Warehouse 7.5. miles away

— Student Assistants employed and trained by the Design & Construction Archives acquire several skills in organizing
mmmiate FREE | Pl Ko Information. Examples include applying text recognition and appropriate file-naming conventions to digital files,
naming conventions o ! me— e T 2. Digtize using medium learning to utilize office equipment for a variety of scanning purposes, and using structured databases to ensure

O that physical and digital documents are properly classified for long term access & preservation. In turn, the D&C

scanned documents and L S R e I scanner and large plotter-
upload to structured B e i Se— | scanner located in

database(s) B T E= | & separate building

MO : : :
ogo Archives achieves a consistent level of program support.
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Physical samples
digitized with glass-top
scanner

Total Student Time
(Hours)

Number of Number of Average Time to
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