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	Endangered Languages Archive

School of Oriental and African Studies

University of London
	Deposit code:

Date:

ELAR use only


Deposit Form

Contents

Part
A: Depositor and Deposit


B: Agreement


C: Access Protocol


D: Appendix (for extra information you supply)

E: Help and Checklist

How to fill in the Deposit Form

· Type into grey text areas - they will expand as you type. Save document after typing.
· Fill in all of Parts A, B, and C
· The depositor is an individual depositor or the representative of a group making the deposit

· Please fill in as much information as you can
· The information symbol ( indicates that there is more information in Part E
· If you have any questions, please contact us at (see Part E for contact details)
· You can update or change most of the information later if you need to
Part A. Depositor and Deposit
Depositor details
 AUTONUM  \* Arabic \s ". "  Name

Family name
     (

Given name
     

Title
     
 AUTONUM  \* Arabic \s ". "  Address


Line 1
     

Line 2
     

Line 3
     

Postcode/Zip
     

State/County
     

Country
     
 AUTONUM  \* Arabic \s ". "  Email
     
 AUTONUM  \* Arabic \s ". "  URL
     
 AUTONUM  \* Arabic \s ". "  Telephone
     
 AUTONUM  \* Arabic \s ". "  Fax
     
… continued …

 AUTONUM  \* Arabic \s ". "  Nationality:
     (
 AUTONUM  \* Arabic \s ". "  Date of birth:
     
 AUTONUM  \* Arabic \s ". "  Community or institutional affiliation:

     (
Has the deposit resulted from a supported project? If so, name the supporting agencies or organisations:
 AUTONUM  \* Arabic \s ". "  Funding/sponsoring agency (-ies):
If it is an ELDP-funded project please also give the project code, e.g. MDP046


     
 AUTONUM  \* Arabic \s ". "  Project host organisation, if different from affiliation (9) or funding agency:

     
Depositor's delegate (optional)
 AUTONUM  \* Arabic \s ". "  Name


Family name
     (

Given name
     

Title
     
 AUTONUM  \* Arabic \s ". "  Address


Line 1
     

Line 2
     

Line 3
     

Postcode/Zip
     

State/County
     

Country
     
 AUTONUM  \* Arabic \s ". "  Email
     
 AUTONUM  \* Arabic \s ". "  URL
     
 AUTONUM  \* Arabic \s ". "  Telephone
     
 AUTONUM  \* Arabic \s ". "  Fax
     
 AUTONUM  \* Arabic \s ". "  Community or institutional affiliation:


     
( Note:

· ELAR will use the contact details above if we need to contact you. Please keep them updated, using your Depositor's web page
· Your contact details will not be published or provided to anyone without your permission
· Depending on the permissions you define in Part C, we may provide your contact details (e.g. email or postal address) to people requesting information about the deposit. If you do not want your details disclosed, do not choose level P3A in Part 3.
Summary of deposit

( Note:

· Please provide as much information as possible to help describe and catalogue your deposit.

· The information you provide in this section may appear in the ELAR catalogue description of your deposit. Do not enter any private, sensitive, or restricted information in this section.

· The information is used for archiving, identifying, cataloguing and searching. 
· Each deposit must also be accompanied by metadata providing basic information about each file within the deposit. See www.hrelp.org/archive/metadata.
· Please use Roman characters only (see Part E.19 for further information)

Content
 AUTONUM  \* Arabic \s ". "  Title
A descriptive title, preferably including the language name and using not more than 15 words

     (
 AUTONUM  \* Arabic \s ". "  Summary of content
A description/summary/abstract (may also describe genres, media, formats)

     
 AUTONUM  \* Arabic \s ". "  Keywords
From 2 to 6 keywords related to the content


     
 AUTONUM  \* Arabic \s ". "  Language name(s)
The language(s) described/documented. Alternative names can be added.

     (
 AUTONUM  \* Arabic \s ". "  Culture or community group(s) represented

     
 AUTONUM  \* Arabic \s ". "  Main location where materials created
Country, region, area, town, village etc as appropriate


     
 AUTONUM  \* Arabic \s ". "  Time span covered by the materials
e.g. start and end dates of data collection/analysis

     
 AUTONUM  \* Arabic \s ". "  Special characteristics:

Any unique or outstanding features of the deposit


     
 AUTONUM  \* Arabic \s ". "  If the deposit contains any special formats, fonts or character sets, please describe:


     
Your role
 AUTONUM  \* Arabic \s ". "  Describe your primary role in relation to the materials
e.g. collector, fieldworker, donor


     
 AUTONUM  \* Arabic \s ". "  If you were not the main recorder/author of the deposit, describe its history:

Where materials were located, how you came into possession etc


     (
Relation to other deposits and archives
 AUTONUM  \* Arabic \s ". "  Do you intend to update or revise this deposit?


     
 AUTONUM  \* Arabic \s ". "  If this is a new or updated version of an existing archive deposit, identify the existing deposit:


     
 AUTONUM  \* Arabic \s ". "  Have you deposited these materials with another archive/institution?
Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
 (
 AUTONUM  \* Arabic \s ". "  Do you intend to deposit these materials with another archive/institution?
Y  FORMCHECKBOX 
  N  FORMCHECKBOX 

If you answered Yes to 32 or 33, please give details in Part D.
Physical form

 AUTONUM  \* Arabic \s ". "  Describe the transmission medium (carrier) e.g. CD, DV tape, La Cie 256MB external hard disk:


     
 AUTONUM  \* Arabic \s ". "  Describe the labelling system used e.g. CD1-14, Cholb_Hard_Disk: 



Requests

 AUTONUM  \* Arabic \s ". "  State requests to ELAR e.g. anonymisation, conversions:


     (
Part B. Agreement
What ELAR will do
The Endangered Languages Archive (ELAR) is the digital archive of the Hans Rausing Endangered Languages Project (HRELP) at the School of Oriental and African Studies, University of London. HRELP also funds international research and teaches postgraduate courses. 
We will support the safe preservation of deposited materials while protecting your (the depositor's) interests. We make the materials available to you, provide facilities for you to manage them, and allow access to them consistent with your wishes. ELAR does not normally charge for depositing, storing or accessing materials (in some cases people requesting data may pay the cost of delivering them, such as disks and postage).
ELAR stores data using high quality equipment and manages its collection according to recommended practice in the languages archiving community. We will collect and store personal information in accordance with the Data Protection Act 1998 and other relevant laws of the UK and EU. Data systems may be changed where necessary to meet changes in legislation or new legislation. 
ELAR collaborates with other leading UK and international archives to ensure that materials are preserved well into the future.
Licence

ELAR does not acquire copyright in deposited materials. This agreement provides ELAR with a non-exclusive, irrevocable, perpetual licence to:

· perform such actions as required to preserve the materials 
· make publicly available a description of the materials (drawn from Summary of Deposit)
· enable viewing or provide digital copies of materials, subject to depositors' conditions 
· use information about the deposit for ELAR's own maintenance processes, reporting, and academic publicity, subject to depositor's restrictions

All other uses are subject to the depositor's permission.
Depositor Statement

I, the depositor, deposit the material described in Part A with ELAR. By depositing the materials:

· I state that I am either the owner of the materials, or have the right to deposit them. I am in a position to make a formal agreement with ELAR in relation to them.
· I request ELAR to preserve and maintain the materials as part of its collection. I understand that preservation may involve copying materials, migrating them to future formats, and sharing storage with other archives (but always respecting my ELAR access conditions)
· I transfer to ELAR a non-exclusive, irrevocable, perpetual licence to hold and provide access to the materials consistent with the conditions I describe in Part C.
· Subject to conditions I describe in the Part C, and any applicable laws, I give permission for others to access the materials for research, educational, and other reasonable non-commercial purposes. I understand that it is only with my explicit written permission that the materials may be published, exhibited, or distributed on the World Wide Web and successor technologies. Recipients of my materials who use any part of it in any work, published or unpublished, will be required to give due acknowledgement to me and to ELAR. 
· I agree to keep my contact details (or the contact details of my delegate) up to date, and that if I or my delegate(s) are not contactable (according to ELAR's contact procedure), ELAR will make decisions about management of and access to materials taking into account the nature of the materials, the information I have provided in Part C, and the interests of the language community.
· I release and indemnify ELAR and the School of Oriental and African Studies from any liability resulting from any direct or consequential loss, damage to, or misuse of materials, or resulting from any action related to the content of the deposit.
Signatures

	Depositor

Print name:
     
Signed
     
Date
     
	For ELAR
Print name

Signed

Date


Following evaluation and accession of the materials, ELAR will send you 

· an acknowledgement that the deposit has been completed
· a list of the materials deposited

· any requests for further information

· information about how to access your deposit
· information about how to keep your contact and other details up to date

· a copy of this form

Post or email this form to ELAR. Address details are in Part E.
( Note:

· If there is more than one depositor, "I" is taken to mean "we" in this section. All depositors should sign this form
· If you have any questions, please contact us before completing the form (see Part E for contact details)

Part C. Access Protocol

ELAR pays careful attention to any sensitivities or restrictions that apply to any part of your deposit. There are four ways that Access Protocol is implemented:

· You define permissions for the whole deposit or for individual files (or parts of files)

· We provide defaults to protect your data if you do not define permissions
· You/we keep permissions up to date 
· You list other rights holders

Define access permissions
Define the permissions for users to access materials, to observe sensitivities and protect against risk. In this section you define permissions that apply across the whole set of materials in your deposit. 
If you do not want to define permissions, or you want ELAR to appoint someone to manage them, check this box (then go to Other rights holders).
 AUTONUM  \* Arabic \s ". "   FORMCHECKBOX 

In general, you should apply the least restrictive levels that meet your needs for most of the materials. If particular files, or parts of files, need a higher level of restriction, describe this using individual file metadata (see www.hrelp.org/archive/depositors/metadata/). You (or your delegate) can also add or change permissions later using your Depositor's page. 
The depositor has full access to all materials. Define access permissions for all others below. 

Choose one only of the options P1, P2, P3, P4. 

If you choose P2, choose any combination of P2A, P2B, and P2C.
P1.
Anyone 
 FORMCHECKBOX 

Any person may view/listen to or receive a digital copy of any part of the deposit
P2.
Certain people or groups

Choose any combination of P2A, P2B, and P2C:


P2A 
Research community members

What level of access (choose one only)? 



P2A1. They can receive a digital copy of requested material
 FORMCHECKBOX 



P2A2. They can view/listen but cannot receive a digital copy
 FORMCHECKBOX 


P2B.
Language community members


See below regarding identifying members


What level of access (choose one only)? 



P2B1. They can receive a digital copy of requested material
 FORMCHECKBOX 



P2B2. They can view/listen but cannot receive a digital copy
 FORMCHECKBOX 


P2C.
Particular named people or bodies
 FORMCHECKBOX 


See below regarding identifying people/bodies
P3.
Depositor is asked permission for each request

You will be contacted and asked for permission on each request. 

How do you want to be contacted?


P3A. Requester is given address to contact you directly
 FORMCHECKBOX 



P3B. ELAR will relay requests to you
 FORMCHECKBOX 

P4.
Only the depositor has access
 FORMCHECKBOX 


Persons other than the depositor will not be able to request access. 

( Note:

· Requesters can view/listen to materials without receiving a digital copy by coming to ELAR (or other trusted site)

· If you choose P2A you should also choose P2B.

· Access conditions defined in individual file metadata will override these conditions.

· Anyone who receives permission to access your materials will be required to agree to terms of usage. These terms of usage will state your rights and require the user to acknowledge you if they use the data in any way whatsoever 

· To the extent possible, we will provide you with information about accesses to your deposit. This will be done via the Depositor's page.

· Your delegate can also manage Access Protocol and make decisions on your behalf

Identifying people/bodies
If you chose P2B or P2C, tell us how ELAR should determine who is a member of a group (e.g. language community, educational body). Choose one of the following:
M1. 
You tell ELAR how to determine membership (tell us in Part D)
 FORMCHECKBOX 

M2.
ELAR will ask you on each occasion
 FORMCHECKBOX 

M3. 
ELAR will make a judgement about membership 
 FORMCHECKBOX 

If you chose P2C, then list the names of the people or bodies in Part D. 

Contacting you

If you choose P3A or P3B, you will be able to decide about each particular request. If the choice is P3A, we will send your address to the requester, who can then ask you directly for permission. You then send us your decision. If the choice is P3B, ELAR will act as an intermediary, and pass on the request to you, so that your privacy is maintained. However, if you chose one of P3A or P3B and you (or your delegate) are not contactable, ELAR will need to make the decision or change the access permissions. 

Similarly, if we need to contact you to ask about group membership, and you (or your delegate) are not contactable, we will need to make the decision or change the access permissions.
Keeping permissions up to date
As situations change, we encourage you to review Access Protocol to maintain the appropriate level of permissions. If you have chosen permission level P3 or P4, you or your delegate must renew it at least every three years. If you do not, or if you or the named delegate(s) are no longer contactable, we will change the permission level to P1 or P2A/P2B (depending on the nature of any deposit and its original permission level). However, ELAR will notify depositors and delegates by both letter and email and wait at least 30 days before making any changes. In general, if you renew the more restricted levels (P2C, P3, P4) for more than five years after the date of deposit, we may contact you to discuss them.

Depositors (or their delegates) can update Access Protocol:

· using their Depositor's page
· by letter or email

Defaults

We will protect your data if you do not define Access Protocol. No access will be provided to any user (level P4) for a period of 6 months from the date of deposit.  If you do not define an Access Protocol within 6 months from the date of deposit, the level will change to P1. If no restrictions are required, you do not need to define an Access Protocol.
( Note:
· We will use or provide the address in Part A to contact you if you selected Access permissions P3.

· You can also name individuals who are not allowed access

· You can assign permissions for any particular file, or part of any file, using individual file metadata. See www.hrelp.org/archive/depositors/metadata
Other rights holders

To assist in safeguarding the interests of those who contributed to or have interests in the deposited materials, please name any other individuals or organisations that may have rights in them.
Participants might include: language consultants, singers, performers, composers, interviewers, facilitators, authors and sources of materials, or audience members. Others might include: funding bodies, sponsors, community organisations. Note: you may alternatively provide this information on a file-by-file basis as metadata.

Use Part D to identify Other rights holders.

Acknowledgement

 AUTONUM  \* Arabic \s ". "  Do you want to specify a form of acknowledgement for any use of your material?
Y  FORMCHECKBOX 
  N  FORMCHECKBOX 
 (
If you answered Yes, please give details in Part D.
Part D. Appendix
(Optional) Depositor's second delegate
 AUTONUM  \* Arabic \s ". "  Name


Family name
     

Given name
     

Title
     
 AUTONUM  \* Arabic \s ". "  Address


Line 1
     

Line 2
     

Line 3
     

Postcode/Zip
     

State/County
     

Country
     
 AUTONUM  \* Arabic \s ". "  Email
     
 AUTONUM  \* Arabic \s ". "  URL
     
 AUTONUM  \* Arabic \s ". "  Telephone
     
 AUTONUM  \* Arabic \s ". "  Fax
     
 AUTONUM  \* Arabic \s ". "  Community or institutional affiliation:


     
Deposit of materials with other archive/institution (Part A. 32-33)

	Name and location of institution
	Date of deposit 
(if known) 
	Deposit identifier

(if known)
	Any other information (e.g. if items were added/omitted from the other deposit)

	     
     
     

	     
     
     
	     
     
     
	     
     
     



How to determine membership (Part C)

Describe how we can identify someone as a member of a group or community


     
Provide names of people or bodies (Part C)
If you selected P2C, list names and their access type
	Individual or group/organisation
	Can receive a digital copy of materials?
	Can view/listen to material only

	     
     
     
     

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 




Other rights holders (Part C)

	Name
	Role
	Address (if known)
	Other info (e.g. biographical)
	Specific file within deposit (if relevant)

	     
     
     
     

	     
     
     
     
	     
     
     
     
	     
     
     
     
	     
     
     
     



Provide more information on a separate sheet if necessary.
Acknowledgement (Part C. 38)

Describe how you would prefer your deposit to be acknowledged:


     
Any other information, requests, or instructions 

     
Part E. Help and Checklist

( Numbers in this section refer to the item numbers in Parts A, B, and C
1.
The depositor should be an individual depositor or a representative of a group making the deposit. We prefer deposits to be made in a single name. However, if there is more than one depositor, please supply the relevant information on another separate document.

If the depositor is the person who bears a particular role (e.g. President of community council, Chief of nation, Secretary of language committee etc.), please indicate this clearly. In general, we prefer the depositor to be a named individual(s).

Please enter your (depositor's) name using Roman letters (Aa, Bb, Cc etc.). You can add your name in another script at a later time. 

Why do we need this information? We need these details to look after your deposit properly. The deposit probably represents your intellectual property - it needs to be properly identified with you for management purposes and acknowledgement. We will not disclose your contact details or other personal information to anyone without your permission.
7.
We ask your nationality, date of birth etc so that it will be possible to identify you as the depositor in the long term. For example, if there are several depositors with similar names, or we need to contact you after a long period, we will be better able to identify you. Ignore these boxes if you do not want to provide the information.
9.
Name of language community, community organisation, university, or other institution with which you are affiliated

12.
Your delegate is a person who you nominate to administer your deposit on your behalf. For example, if you are unavailable for a long period (e.g. away on fieldwork), we might contact the delegate about managing your deposit if needed. In addition, the delegate can maintain various details about the deposit. The delegate can be a representative of a group (e.g. a community language body). If the delegate is the person who bears a particular role (e.g. President of community council, Chief of nation, Secretary of language committee etc.), please indicate this clearly. You can list a second delegate in Part D.

You can add or remove delegates at any time. You are responsible for obtaining agreement from any person you nominate as a delegate, and for the decisions of the delegate on your behalf. In the event of your death the delegate will assume your rights as a depositor unless other arrangements have been made.
19.
In this section we prefer information in English. However, if you need to, enter information in any language you wish. Use Roman letters (Aa, Bb, Cc etc.) only. You will be able to add information in other languages and scripts later using your Depositor's page. 
22. Endangered languages often have many names. Enter main names of the language described/documented, and any applicable standard code such as ISO 639 or Ethnologue. If there are also other languages used in the materials, e.g. for translations or commentary, note these too, e.g. documented language is X, comments in Y and translation in Z.

You can add further information about language names and ethnonyms later using your Depositor's page.
29. You may not have much information about the history of the materials. At least describe how you received them and where they were before then.

32. Knowing whether other archives hold your data can help us with management. ELDP grantees are required to archive their data at both ELAR and an archive accessible to the language community.

36. ELAR may convert file formats. For example, if you supply files in a format that we may not be able to maintain in the long term, we will convert them to a format more suited for preservation. If you have any preferences or requests for retaining formats, or for making conversions, describe them in the form. Also, note your requests for other assistance, such as anonymisation (anonymisation ensures that a particular person's identity is not revealed, e.g. by substituting a generic name in any item that is accessed). 

Contacting you
If ELAR needs to contact you, we will send both email and post to the addresses you have supplied us. If you cannot be contacted, we will attempt to contact your delegate(s). We will not take any action (e.g. in regard to implementing sunset conditions) until at least 60 days after writing to you or your delegate.
Contacting ELAR

Postal address

Endangered Languages Archive

School of Oriental and African Studies

University of London

Thornhaugh St, Russell Square

London WC1H 0XG

United Kingdom

Email

archive@hrelp.org

Web

www.hrelp.org/archive

We will also send you details of your Depositor's page that you can use to contact us

Telephone

In UK:
020 78984584

Outside UK:
+44 20 7898 4584
Checklist

Is your deposit complete?


( Deposit form Parts A, B, C (and D) filled in and signed at Part B?
 FORMCHECKBOX 


( Deposit materials - all disks, media, and data - labelled and delivered?
 FORMCHECKBOX 


( Metadata provided for all files in the deposit?
 FORMCHECKBOX 


  (see http://www.hrelp.org/archive/depositors/metadata.html)






































































































































































































Please expand all acronyms, e.g. SOAS (School of Oriental and African Studies)

