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1. Reason for revision  

1.1. SOP Updated as per new template. 

2. Purpose and scope  

2.1 This procedure aims to portray the workflow process of managing and maintaining the 

UM Institutional Repository, OAR@UM.  

2.2 Additionally, Open Access (OA) and OAR@UM marketing strategy is described. 

2.3 Furthermore, the procedure outlines tasks such as statistics retrieval, training workshops 

and handling general inquiries from researchers pertaining to OA and OAR@UM. 

3. Definitions  

3.1 Access right: The ability to permit or deny the use of content in OAR@UM. 

OAR@UM offers various types of access that can be selected for the 

full text of the document accordingly. Currently, the following access 

types are being used for OAR@UM: 

 Open Access  - makes both the metadata of the document as 

well as its full text available worldwide. This type of access is 

recommended by the UM, 

 Restricted Access - makes the metadata of the document visible 

worldwide, however, the full text of the publication is restricted 

to users that are in possession of a UM username and password 

(UM staff and students), 

 Embargoed Access - makes the metadata of the document 

visible worldwide, however, the full text of the publication is 

initially restricted to OAR@UM Administrators only. Once the 

publisher’s embargo period elapses, the full text is automatically 

released into Open Access (usually it is between 6-12 months, 

depending on the publisher), 

 Closed Access - makes the metadata of the document visible 

worldwide, however, the full text of the publication is restricted 

to OAR@UM Administrators only. This type of access is not 

recommended by the UM and it is offered only in extreme cases.   

3.2 BASE: One of the world's most voluminous search engines especially for 

academic web resources. BASE provides more than 100 million 

documents from more than 5,000 sources. BASE is operated by 

Bielefeld University Library (https://www.base-search.net/). 
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3.3 Collections: Collections are the lower level of the DSpace content hierarchy.  

Each collection contains descriptive metadata about itself and the 

items contained within it.  Collections in OAR@UM correspond to 

the type of material such as dissertation, scholarly works, journals 

and books published by a particular UM 

Faculty/Institute/Centre/School.   

3.4 Communities: Communities are the highest level of the DSpace content hierarchy. 

Each community contains descriptive metadata about itself and the 

collections contained within it.  Communities in OAR@UM 

correspond to the University of Malta entities such as 

Faculty/Institute/Centre/School and administration.  Within each 

community there can be an unlimited number of collections. 

3.5 DSpace: DSpace is an open source repository software package typically used 

for creating open access repositories for scholarly and/or published 

digital content.  While DSpace shares some features which overlap 

with content management systems and document management 

systems, the DSpace repository software serves a specific need as a 

digital archives system, focused on the long-term storage, access and 

preservation of digital content.  

3.6 F/I/C/S:  Faculty/Institute/Centre/School. 

3.7 Institutional   Is an online archive which collects, preserves and disseminates the 

Repository:                   intellectual output of an institution. 

3.8 OAR@UM:  Is the institutional repository of the UM. It serves as an online 

platform for the submission and dissemination of Open Access 

research produced under the auspices of the UM. OAR@UM is 

managed by the Library. 

3.9 Open Access: Refers to the practice of providing online access to 

scientific/academic information which is free of charge to the end 

user and is also reusable. 'Scientific' refers to all academic disciplines. 

3.10 Subject heading:  Is a term that captures the essence of the topic of a document. Index 

terms make up a controlled vocabulary for use in bibliographic 

records. They are an integral part of bibliographic control, which is 

the function by which libraries collect, organise and disseminate 

documents. They are used as keywords to retrieve documents in an 

information system, for instance, a catalogue or a search engine. 

 
3.11 OSD Open Science Department. 

3.12 UM  University of Malta. 
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4. Responsibilities  

4.1 Roles and responsibilities of the Head of Department 

4.1.1 The Head of Department (HoD), in consultation with the Library Management, 

creates the main Communities within OAR@UM in accordance with agreed 

standards and in line with the UM’s administrative structure. 

4.1.2 Additionally, HoD creates Sub-communities and their respective Collections and 

assigns roles for uploading and approving content in each collection. 

4.1.3 Furthermore, the HoD selects a Library Assistant/Assistant Librarian responsible for 

monitoring author’s entries as well as subject heading entries in order to ensure 

accuracy. 

4.1.4 The Head of Department is the only person with access to full statistical data and is 

therefore responsible for retrieving all statistical information pertaining to 

OAR@UM. Additionally, this responsibility extends to creating the OAR@UM 

Update, a monthly newsletter prepared by the Open Science Department where 

statistical information is presented and shared with the UM’s research community. 

4.1.5 The Head of Department, together with the Library Assistants/ Assistant Librarians, 

is responsible for conducting training workshops which focus on the theoretical 

principles of Open Access as well as OAR@UM and demostrates the practical 

process of submitting publications in OAR@UM. The training workshops are 

organised in form of group sessions or one-to-one sessions. 

4.1.6 Moreover, the Head of Department together with the Library Assistants/ Assistant 

Librarian is responsible for handling general inquiries sent by researchers 

pertaining to Open Access and OAR@UM related matters.  

4.1.7 The Head of Department contacts the authors of works that are already deposited 

in Restricted Access to gain the necessary permission to change the access settings 

to Open Access. 

4.1.8 The Head of Department also keeps OAR@UM updated and formulates strategies 

to improve OAR@UM from a technological standpoint (including software updates 

installations) as well as from user perspective. 

4.2 Roles and responsibilities of the Library Assistants/ Assistant Librarians 

4.2.1 Library Assistants/Assistant Librarians are responsible for creating Sub-

communities and Collections in OAR@UM and assigning roles for uploading and 

approving content in each Collection. 
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4.2.2 Additionally, if a publication presents results of a collaborative research and 

features researchers from different Faculties and Departments, Library Assistants/ 

Assistant Librarians are responsible for mapping the publication with other 

Collections accordingly. 

4.2.3 Moreover, Library Assistants/ Assistant Librarians conduct regular quality control 

checks to ensure that authors’ names and subject headings are correct and 

correspond with agreed standards. 

4.2.4 Library Assistants/ Assistant Librarians are responsible for suggesting content for 

OAR@UM Update, the monthly newsletter created by the OSD. 

4.2.5 Library Assistants/ Assistant Librarians together with the Head of Department are 

responsible for instructing researchers on all matters related to Open Access as 

well as OAR@UM and on the depositing process. Very often this is done during 

training workshops. 

4.2.6 Furthermore, Library Assistants/Assistant Librarians participate in marketing events 

such as Open Access Week and UM conferences whereby OAR@UM and Open 

Access are promoted on site via a promotion stand. 

4.2.7 Library Assistants/Assistant Librarians provide support to the Head of Department 

with regards to handling general inquiries sent by researchers pertaining to Open 

Access and OAR@UM related matters.  

5. Health and Safety requirements   

5.1 N/A 

6. Procedure 

 

6.1 OAR@UM Management 

 
6.1.1 It is in the UM Library’s best interest to maintain the Institutional Repository, 

OAR@UM updated and according to the European standards. Therefore, several 

strategies and tasks are carried out to improve the quality as well as quantity of 

items that appear in OAR@UM. Considering the rapid growth of OAR@UM, it is of 

utmost importance that the collection remains well organised and appropriate 

access is ensured to all interested parties, including UM’s researchers as well as 

external users. 

6.2 Creating Communities/Sub-communities and Collections 

 
6.2.1 In order to maintain OAR@UM as a user friendly platform it was decided to adopt 

the same structure that is currently being used by the UM. Therefore, OAR@UM 
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main Collections reflect the administrative structure of the UM and include all 

F/I/C/S accordingly (as per Appendix 1). The Open Science Department together 

with the Library Management discuss further developments of OAR@UM on a 

regular basis and adds new Communities according to exigencies. Over the course 

of the OAR@UM development it was decided that the repository will not hold 

empty Communities and Collections. Therefore, these are created only when the 

need to deposit an item in them arises. It can be done from the menu available on 

the right side by clicking on "Create Community" or "Create Collection" buttons. It 

is necessary to include the name of the Community and click "Save". 

6.2.2 Additionally, the vast majority of Communities include Sub-communities which 

correspond with the internal structure of UM’s main entities, i. e. the 

Departmental level. Within each Sub-community, different Collections are 

included. 

6.2.3 Each Sub-community (Department) features one Collection for Dissertations and a 

separate Collection for Scholarly works. If a particular Department publishes a 

journal, an additional Collection is assigned to it within the Departmental Sub-

community.  

6.2.4 This division not only makes OAR@UM easier to browse but also helps to evaluate 

the UM’s Departments, since it is very straight forward to identify the quantity of 

items deposited within each Collection. 

6.3 Assigning roles for uploading and approving content in OAR@UM 

 
6.3.1 When a particular Collection is created by a Library Assistant or Assistant Librarian, 

it is necessary to identify users who will be given access rights to submit 

publications within the Collection. Users need to request rights from the Library in 

order to have the rights to submit publications within a particular Collection.  After 

going to  https://www.um.edu.mt/library/oar/ , they need to select a Community 

and a Collection that correspond with the Faculty/Department with which they are 

affiliated. Once they do so they will be able to click ‘Request access rights’ button. 

This is a one-time procedure. Library staff who participate in the submission 

process are added to every Collection in OAR@UM. Researchers who request 

access rights to deposit their publications are added according to their affiliation, 

which ensures that they are allowed to deposit publications in a specific Collection 

only.  

6.3.2 Additionally, each item submitted in OAR@UM has to be reviewed and approved 

by a different user. There are several library staff members responsible for 

checking and approving the submissions. This is why the approvals group has to be 

selected for each Collection. 

6.3.3 The access rights for submitters and approvers can be amended anytime, should a 

need to include new users to either group arise. 

https://www.um.edu.mt/library/oar/
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6.4 Mapping items to their respective communities and collections 

 
6.4.1 In many cases, research is conducted as a collaborative initiative and publications 

are written by a multitude of authors from different F/I/C/S. It is necessary to 

acknowledge all authors and to include the paper within the appropriate Sub-

communities accordingly. In these instances, the item is deposited only once and 

then it is mapped with other Collections in accordance to the affiliation of 

individual co-authors. Thus a publication is submitted only once but can be 

mapped in different collects.  When in the correct collection a Library user clicks on 

the ‘Item mapper’ and the software would then automatically map the publication 

(as per Appendix 2).   This strategy is also useful for the evaluation of the 

Departments, based on how many publications are published by the affiliated 

researchers and how many of their publications are deposited in OAR@UM.  

6.5 OAR@UM quality control 

6.5.1 Content being uploaded in OAR@UM is growing at an exponential rate. 

Additionally, a substantial number of Library employees from different 

Departments are involved in the depositing process. For this reason, it is important 

to perform quality control on a regular basis to ensure accuracy and consistency of 

the metadata. Quality control mostly focuses on subject headings, authors’ names 

and access rights (as per Appendix 3). It is carried out by Library 

Assistants/Assistant Librarians twice a year. Additionally, when errors are 

identified, the record is being  immediately amended. 

6.5.2  Monitoring subject headings 

 
6.5.2.1 OAR@UM includes subject headings according to the Libray of Congress 

Classification which implies that only approved terms are used. For this 

purpose, the Library is subscribed to the Library of Congress Classification 

Web 

(https://classificationweb.net/min/minaret?app=Session&mod=Login&a=

Auth&m=Search&n=Auth&menu=/Menu/&uri=menu_3D_2FMenu_2F_2

6mod_3DSearch_26app_3DAuth). 

6.5.2.2 Library Assistants/Assistant Librarians who participate in the submission 

process and who perform quality control have to check the subject 

headings in the metadata records against terms from Classification Web.  

6.5.3 Monitoring authors’ names 

 
6.5.3.1 Various researchers at the UM share the same name and for this reason it 

is essential to distinguish them by adding a second name. Susequently, it 

is important to browse by the authors lists and ensure that the names 

were used in a correct format (as per Appendix 3).  

https://classificationweb.net/min/minaret?app=Session&mod=Login&a=Auth&m=Search&n=Auth&menu=/Menu/&uri=menu_3D_2FMenu_2F_26mod_3DSearch_26app_3DAuth
https://classificationweb.net/min/minaret?app=Session&mod=Login&a=Auth&m=Search&n=Auth&menu=/Menu/&uri=menu_3D_2FMenu_2F_26mod_3DSearch_26app_3DAuth
https://classificationweb.net/min/minaret?app=Session&mod=Login&a=Auth&m=Search&n=Auth&menu=/Menu/&uri=menu_3D_2FMenu_2F_26mod_3DSearch_26app_3DAuth
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6.5.4 Monitoring if access rights can be changed 

 
6.5.4.1 Additionally, due to copyright restrictions certain publications cannot be 

made immediately available in Open Access. For this reason these 

publications are deposited in Restricted or Closed Access. Hovewer, 

OAR@UM is an Open Access Repository and its main goal is to ensure 

that deposited publications are freely accessible with no restrictions. 

Subsequently, publications in Restricted and Closed Access are regularly 

checked and authors are contacted to grant permission for the access 

rights change from RA to OA. 

6.6 OAR@UM Promotion 

 
6.6.1 The OSD is also actively involved in promoting OA and OAR@UM. This is done in 

collaboration with the Outreach Department.  

6.6.2 The Department is also responsible for issuing OAR@UM Update, being a short 

report which focuses on OAR@UM and features the development of OAR@UM in 

terms of the total number of uploaded items, disciplines and type of content. OSD 

also contributes to the general Library Newsletter by managing two of its sections: 

‘What’s new in OAR@UM’ and ‘Open Access Fact of the Month’.   

6.6.3 Furthermore, Library staff from the OSD, in collaboration with staff from the 

Outreach Department, participate in other workshops or conferences at the UM as 

well as external events.  

 

6.7 OAR@UM Statistics 

 
6.7.1 The Open Science Deparetment monitors OAR@UM developlment by retrieving 

statistical information. Statistical data is retrieved at the end of every month by the 

Head of Department. This includes statistical data pertaining to the total number of 

uploaded items, the amount of different types of content, the amount of authors 

participating in the depositing process, the amount of items uploaded monthly by 

UM’s Library staff and externally, content usage statistics, etc. Most of the 

information is retreived from OAR@UM itself, with external sources such as BASE 

as a secondary source. Statistical data is then presented in OAR@UM Update. 

 

6.8 OAR@UM Training Workshops 

 
6.8.1 Training workshops are organised by OSD in collaboration with Outreach 

Department. Once a month,  a group workshop is conducted which is divided into 

two parts. During the first section, an OSD Librarian presents an introduction about 

the OA initiative and provides a description of OAR@UM as well as its benefits. In 
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the second part, a Librarian from the Outreach Deartment gives a practical 

demonstration of the submission process. Participants can apply to attend such 

workshops via website https://www.um.edu.mt/library/training_workshops or by 

calling on 2340 2541. 

6.8.2 Additionally, one-to-one sessions are organised by the OSD and can be booked by 

researchers via oar.lib@um.edu.mt or phones 2340 2541/2340 2628. 

 

6.9 Handling general inquiries from researchers pertaining to OA and OAR@UM 

 
6.9.1 The Open Science Department is also responsible for handling general inquiries 

from researchers regarding a wide array of matters pertaining to OA and 

OAR@UM, including general Open Access principles, its benefits, OA publishing, 

technical queries, issues pertaining to the submission process, copyright clearance, 

etc. These inquiries are handled via various channels, in person, by email and over 

the phone. The majority of the requests come in directly via the email 

oar.lib@um.edu.mt or the general email library@um.edu.mt. 
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Appendix 1 – OAR@UM Structure 
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Appendix 2:  Mapping item to another collection 
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7.3  Appendix 3:  OAR@UM quality control – author’s names 

Browsing by author to see the list of all authors that appear on OAR@UM (in alphabetical order) 

 

The idea is to keep the names correct and unified. First example shows that there are two surnames 

‘Calafat, Antoni M.’  and ‘Calafat, Antinio M.’. It is necessary to check if that is the same person and 

in case it is to keep one version of surname.  

 


