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Additions and Changes sincethe Last Edition

Adjustments to text and examples are based on new devel opments and on feedback from users of
earlier editions.

A new section entitled Government of Canada Metadata Framework has been added to
Chapter 1.

A new diagram of metadatain a practical context has been added to Chapter 1.

The second edition’'s Chapter 4, Specific Metadata Elements—Considerations no longer
exists. Materia from this chapter has been merged with this edition's Chapter 2, Guidance
for Metadata Developers.

New sections have been added to Chapter 2, Guidance for Metadata Devel opers, including a
section entitled Expressing Dublin Core Metadata Elements.

Separate chapters have been created for required Common Look and Feel elements (Chapter
3) and optional elements (Chapter 4).

Interpretation of the <dc.creator> element (Chapter 3) has been expanded to include non-
GoC organizations.

The sections on values for <dc.date> and <dc.title> (Chapter 3) have been revised.

The meaning of "optional elements” has been clarified (Chapter 4).

The section on guidance for <dc.description> has been revised (Chapter 4).

Guidance for new optiona elements <dc.audience> and <dc.format> has been added
(Chapter 4).

Information on Government of Canada constraints on Dublin Core element definitions has
been added, where applicable (Chapters 3 and 4).

A chart of metadata elements and their characteristics has been added (Appendix A).
Chapter 3, Guidance for Managers, from the second edition of the Guide has been replaced
by Appendix B, a checklist of important considerations for the management of metadata.
Referencesto the "National Library of Canada" have been changed to "Library and Archives
Canada’.

Information on the Library and Archives Canadaregistry of authorized vocabularies has been
added to applicable sections throughout the Guide.

Page numbering has been added for the print version of this document.
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Chapter 1: Introduction

In the year 2000, the Treasury Board of Canada issued a government-wide directive making it
mandatory for federal government Web sites to include descriptive metadata, structured
information about the content of Web-based resources. A Web resource is defined as asingle
Web page, a document (consisting of multiple Web pages), a digitized image, a sound file, or an
animation such as amovie.

The metadata requirements are stated in CLF (Common Look and Feel) for the Internet,
Standard 6.3 (http://www.cio-dpi.gc.ca/clf-nsi/inter/inter-06-03_e.asp). The official deadline for
implementing this standard for external Web sites was December 31, 2002. The metadata
requirements are still in effect.

The purpose of the Government of Canada Metadata | mplementation Guide for Web Resour ces
isto assist those responsible for implementing CLF Standard 6.3 and undertaking the ongoing
maintenance of the metadata mandated by it. Like the first and second editions of the Metadata
Implementation Guide (published in September 2002 and May 2003, respectively), thisthird
edition was written by an ad hoc group of federal metadata experts and was facilitated by the
Metadata Action Team of the Council of Federal Libraries.

Chapter 1, the introduction to this edition, explains what metadata is and why it isimportant. It
sets out the metadata elements that Government of Canada (GoC) Web sites are expected to
carry in order to comply with CLF Standard 6.3.

Chapters 2, 3, and 4 are for metadata developers. They offer practical assistance to those
responsible for creating metadata content for federal government Web resources in accordance
with GoC metadata standards. These chapters explain the tasks to be performed, demonstrate
how the required information should be created, and direct users to other resources. They also
provide instructions on how and where to insert required source code into a Web document.

The appendices to this Guide contain a chart of Dublin Core metadata elementsin usein the
Government of Canada, alist of key considerations for metadata managers responsible for
devel oping metadata management policy and for meeting GoC metadata standards in their
departments or agencies, options for linking metadata to Web pages, and sample source code.

Comments on the Guide and suggestions for improvements are welcome and should be directed
to the Council of Federal Libraries (cfl-cbgf @lac-bac.gc.ca).

The Metadata | mplementation Guide will be updated with new information as often asis
necessary. For information on the status of updates, contact the Council of Federal Libraries (cfl-
cbaf @lac-bac.qgc.ca).

1.1 The Government of Canada Metadata Framework

The Government of Canada Metadata Framework (http://www.cio-dpi.gc.calim-gi/meta/frame-
cadre_e.asp) establishes a strategy for the devel opment of metadata within the Government of
Canada (GoC).
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The GoC has adopted the Dublin Core metadata standard. This standard was created and is
maintained by the Dublin Core Metadata Initiative (http://dublincore.org). The Framework
shows the relationship between the Dublin Core standard and other extensions for specific
subject domains or purposes (i.e. records management, portal content management, and domain-
specific metadata such as e-learning).

The five mandatory Common Look and Feel metadata elements (creator, date, language, subject
and title) constitute the base of the Framework. These elements are expressed using the Dublin
Core grammar and must be used by GoC departments and agencies to describe their Web
resources.

The Framework is under revision and will be included in its new form in the upcoming GoC
M etadata Strategy.

1.2 What is Metadata?

Metadata is structured information about the characteristics of aphysical or digital object.

M etadata serves the same function as alabel. Just like other labels, metadata provides
information about an object.

For example, an unlabelled, sealed tin can could contain motor oil, baked beans or cat food. The
only way to ascertain its contentsisto open it. A label, however, would describe what isinside
the can and would permit an informed decision about whether to buy and/or open it.

A typical label for atin can of baked beans might consist of the following information:

title: Baked Beans
creator: Bean Maker Co.
ingredients: baked beans, distilled water, salt, ascorbic acid

date of manufacture: 2005-12-03

I il eme g

Mutrition Faots

el e e

The label could aso contain additional information, from allergy alerts to atoll-free number for
consumers. Some jurisdictions, including Canada, require food processors to include a certain
amount of mandatory information on their product labels or packaging. In addition, Canadian
regulations require that the information be expressed in both of Canada's official languages.
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The GoC's metadata standards are anal ogous to Canadian product labelling regulations: they
require that federal government Web pages contain certain mandatory information (i.e. the
metadata), expressed in a certain way (i.e. a standard).

Such information facilitates resource discovery in the same way that supermarket signage
facilitates locating products or that library catalogues provide paths to required information.
Metadata is used by search engines to improve matching between user queries and descriptions
of resources indexed by the engine.

1.3 Why Does It Matter?

Good metadata hel ps people find the information they are looking for. Searching through
unstructured text (i.e. performing afull-text search) or using uncontrolled terminology (i.e.
keywords) may yield tens of thousands of results, the majority of which are usually irrelevant to
the searcher. The structure of metadata records allows searching for termsin discrete elements
(e.q. title, subject). Search results are therefore fewer and more focused.

Quality control and consistency are important. If a Web resource lacks essential metadata, or if
the metadatais inaccurate or incorrect, search results will be negatively affected.

In the GoC context, metadata serves three separate but interrelated functions simultaneously:

» Direct resource discovery by Canadians, a primary goal of the Government On-Line
Initiative.

Web crawlers and indexes in departments and agencies, at the Canada Site, and at other
government information aggregation services are being configured to use metadata to
create searchable central indexes of department and agency Web resources.

» |nformation sharing and exchange between federal organizations and their partners.
Metadatais increasingly being used by clusters and gateways to identify appropriate
content.

» Theinternal information management needs of federal organizations.

1.4 Why a Common Standard?

Adopting a single metadata standard ensures that metadata on federal government Web sites will
be coordinated and client-focused. In the context of the GoC, a single standard makesit possible
for Canadian citizens and federal employees to search the GoC domain for Web information
without needing to know which government department or agency produced it.

A common standard also makes it possible for systems to communicate the existence and
characteristics of electronic information resources to other electronic applications or search tools.
A standard also permits efficient migration of information from one application or search system
to another. The ability of systems to communicate with other applications, search tools, systems,
etc., isknown as "interoperability”.

1.5. Government of Canada Metadata Standards
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1.5.1 Mandatory Dublin Core Elements

In CLF 6.3 (http://www.cio-dpi.gc.ca/clf-nsi/inter/inter-06-03_e.asp), Treasury Board mandates
five elements for description of GoC Web resources. These five mandatory elements are Title,
Creator, Date, L anguage and Subject.

In TBITS 39.1 (http://www.cio-dpi.gc.calits-nit/standards/tbits39/crit391 e.asp), Treasury Board
adopted the international Dublin Core metadata standard for use in the GoC. Of the sixteen
Dublin Core metadata elements, the five required by Common Look and Feel are mandatory; the
rest are optional.

The five mandatory elements are intended only as a starting point for federal organizations using
metadata as part of their information management strategy. Expanding the metadata el ement set
beyond the mandatory five to include such elements as Coverage, Description, and Typeis
encouraged, asisthe use of local elements, provided that evolving guidance from the GoC and
the Treasury Board Secretariat is followed. Canadians will benefit from improved resource
discovery, and Web site managers will benefit from the improved information management
capabilities provided by use of additional metadata elements in resource descriptions.

The five mandatory elements are briefly described below. Detailed guidance for each element is
found in Chapter 3, Common Look and Feel Required Elements, and in Common Look and Feel
Metadata Standard Definitions and HTML Examples (http://www.cio-dpi.gc.cal/im-gi/meta/clf-
nsi-meta/clf-nsi-meta_e.asp).

Title

"Title" specifiesthe title given to aresource. When atitle is ambiguous or unclear, an enhanced
title may be developed.

Creator

"Creator" specifies the name of the organization(s) responsible for creating and maintaining the
resource. Depending on local convention, this name may include an organizational hierarchy that
includes the responsible unit.

Date

"Date" specifies one of two dates. The first, date created, identifies the date the resource was first
posted on the Web. This element is mandatory. The second, date modified, identifies the date a
substantially revised version of the resource was posted on the Web. This element is mandatory
only when applicable.

Language
"Language” indicates the language of the resource.

Subject
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"Subject" contains one or more words or phrases (descriptors) selected from an authorized
controlled vocabulary to describe the subject of the intellectual content of the resource.

Inclusion of descriptors from a controlled vocabulary ensures that documents are indexed and
can be searched using consistent terminology (e.g. everything about aircraft, airplanes or planes
will be grouped together using one "preferred” term, such as "aircraft”).

Under TBITS 39.2 (http://www.cio-dpi.gc.calits-nit/standards/tbits39/crit392_e.asp), Treasury
Board has mandated the Government of Canada Core Subject Thesaurus
(http://www.thesaurus.gc.ca/) as the default controlled vocabulary to describe the subject(s) of
GoC Web resources. "Default” implies that if no other registered vocabulary is available, the
Government of Canada Core Subject Thesaurus must be used. This thesaurus was devel oped and
is maintained by the Depository Services Program, Communication Canada specifically to
provide subject access to Canadian government information.

Departments and agencies are urged to use Gover nment of Canada Core Subject Thesaurus
descriptors in the subject metadata element for metatagged information resources. Using these
descriptors will enhance the interoperability of departmental information resources on GoC Web
portals.

1.5.2 Optional Dublin Core Elements

Five optiona Dublin Core metadata elements (Audience, Cover age, Description, Format,
Type) are briefly described below. Detailed guidance is found in Chapter 4, Optional Elements.

Audience

"Audience" indicates for whom the resourceis intended or useful. Vaues must be chosen from a
registered controlled vocabulary.

Coverage

"Coverage" indicates the extent or scope of the content of the resource. In the GoC, coverage has
been defined only in relation to geographic location. Values must be chosen from aregistered
controlled vocabulary.

Description

"Description” gives a natural language account of the content of the resource.

Format

"Format" describes the physical or digital manifestation of a\Web resource. Values must be
chosen from aregistered controlled vocabulary.

Type
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"Type" indicates the nature or genre of the content of the resource. Vaues must be chosen from a
registered controlled vocabulary.

1.5.3 HTML Elements

Because most commercial search engines are not configured to read and use Dublin Core
metadata el ements as adopted by the GoC, it is highly recommended that in addition to the
mandatory Dublin Core metadata elements, the HTML metatags <description> and <keywords>
be included in Web resource descriptions:

<title>nsert title text here</title>
<meta nanme="description" content="Insert description text here">
<met a name="keywords" content="Insert keywords here">

Note that the HTML 4.01 Specification (www.w3.0rg/ TR/html401) mandates that every HTML
document must have atitle element.

For more information, consult the Best Practices section of Common Look and Feel - Navigation
and Format Standards and Guidelines (http://www.cio-dpi.gc.ca/clf-nsi/inter/inter-06-
03 _e.asp#bp6-3).

The HTML <title> tag and the Dublin Core metatag <dc.title> should have the same content.
However, departments have considerable latitude in selecting the content for the HTML
metatags <description> and <keywords>.

The HTML <description> metatag is a short, plain language résumé of the intellectual content of
the resource. Some search engines display this description in search results. Users can review
thisinformation to determine which items in the search results most closely match their needs. If
no <description> metatag is included in the resource, a search engine may display the first words
that appear on the Web page (often the text of navigation links).

The HTML <keywords> metatag contains additional words or phrases to serve as access points
for search engines. This metatag may be useful in the context of local information management
systems. Keyword values are usually natural language terms that are not part of a controlled
vocabulary. Whether and how keywords are used depends on local metadata access policies and
search engine configuration.

1.6 Staying on Top of GoC Metadata Policies and Developments

For the most up-to-date information, visit the Information Management Resource Centre
(http://www.cio-dpi.gc.calim-gi) and follow the link to the metadata page. The Information
Management Resource Centre is a single-window source to information on GoC metadata
devel opment.

1.7 Further Assistance for Metadata Managers

Gé)vernment of Canada Metadata Implementation Guide for Web Resources 12
3" edition



Metadata managers are invited to seek further information from their organization's
representative on the Government On-Line Metadata Working Group (http://www.cio-
dpi.gc.calim-gi/mwg-gtm/intro_e.asp).

If department or agency is not represented on the Working Group, metadata managers should
contact the Information Management Division, Treasury Board Secretariat for advice on securing
appropriate representation (im-gi @tbs-sct.gc.ca). The Council of Federal Libraries can aso
provide assistance (cfl-cbgf @l ac-bac.gc.ca).

See also Appendix B, Key Considerations for Metadata Managers, in this document.
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Chapter 2: Guidance for Metadata Developers
2.1 General Guidance

Common Look and Feel Standard 6.3 (http://www.cio-dpi.gc.calclf-nsi/inter/inter-06-03 _e.asp)
requires five metadata el ements for describing Web resources: Title, Creator, Date, Language
and Subject. However, a given department or agency may require alarger element set which may
include optiona Dublin Core elements, elements from other metadata standards, and/or locally-
defined elements.

Tools and procedures used to populate these elements will be determined by policies established
by the department or agency and by the information system(s) used.

Although metadata information may be input using an electronic form, metadata embedded on an
HTML page will look like this:

<link rel ="schema.dc" href="http://purl.org/dc/elements/1.1/">
<meta nanme="dc.title" content="xyz">

<meta nanme="dc.creator" content="xyz">

<met a name="dc. dat e. creat ed" content="xyz">

<meta nanme="dc. date. nodi fi ed" content="xyz">

<met a name="dc. | anguage" schenme="1|S0639-2" content="xyz">
<meta name="dc. subj ect" scheme="gccore" content="xyz">

where xyz represents the metadata val ue.

The preceding template is the same for al Web pages whether pages arein English only, in
French only, in both official languages, or in any combination of English, French and any other
language.

When aWeb page contains text in more than one language, the Title, Creator, Language and
Subject elements are repeated to show separate elements for content in each language. It is
unnecessary to repeat the Date element as the content is a numeric value.

For some elements (Subject, Audience, Coverage, Format and Type), content must be sel ected
from authorized lists of values. The lists from which values can be selected are available on the
Canadian Gover nment-maintained Controlled Vocabularies and Thesauri Web page
(http://www.collectionscanada.cal8/4/r4-281-e.html), maintained by Library and Archives
Canada.

2.2 Guidance Applicable to All Metadata Elements
2.2.1 Metadata Element Structure
M etadata el ements must always appear as they are shown in the examples.

Follow the examples as to the use of upper and lower case, quotation marks and angle brackets.
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2.2.2 Expressing Dublin Core Metadata Elements

M etadata can be expressed in different ways. The GoC usesHTML, XHTML or XML. When
expressed using HTML or XHTML syntax, metadata elements can be embedded in the Web
resources or they can reside in an external file. XML syntax generally requires that metadata be
held in an external file.

Note that while XML and XHTML arein usein the GoC, thereis as of yet no official GoC
guidance on the use of these mark-up languages. This edition of the Gover nment of Canada
Metadata | mplementation Guide for Web Resour ces provides only HTML examples. Future
editions will have more guidance on the use of XML and XHTML.

Departments and agencies seeking information on XML and XHTML should consult their
organization's representative on the Government On-Line Metadata Working Group
(http://www.cio-dpi.gc.calim-gi/mwg-gtm/intro_e.asp). More information can also be found in
the following documents:

Guidelines for implementing Dublin Core in XML (http://dublincore.org/documents/dc-
xml-quidelines)

Expressing Dublin Core in HTML/XHTML meta and link elements
(http://dublincore.org/documents/dcg-htmi/)

2.2.3 Syntax

In the context of these guidelines, syntax refers to the rules for the construction of metadata
elements.

The basic HTML metadata element pattern is:

| <met a name="abc" cont ent ="xyz"> |

where abc is the element name value (e.g. "dc.title€") and xyz is the information pertaining to the
element (e.g. the title of aresource).

When the metadata element requires the use of a scheme the patternis:

| <met a nanme="abc" schene="def" cont ent ="xyz"> |

where abc is the element name value (e.g. "dc.subject"), def isthe label of arecognized scheme
(e.g. "gccore” in the case of the Government of Canada Core Subject Thesaurus), and xyz is the
information pertaining to the element (e.g. the terms selected from the controlled vocabulary or
scheme). If content from more than one scheme is used, the el ement must be repeated for each
scheme.

In HTML, al parts of the metatag (except the valuesin the cont ent = attribute) must appear
exactly as shown in the examplesin this Guide. Although the syntax appears to be in English, it
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is actually machine-readable code that should never be translated. Vaues appearing in the
cont ent = attribute will be in English or French, depending on the language of the resource.

An example of acorrect HTML syntax for a French resourceis:

[ <meta name="dc.title" content="Quoi de neuf"> |

not:

[ <meta non¥"dc.titre" contenu="Quoi de neuf"> |

2.2.4 Use of the Reference Statement

The following statement is necessary for machine validation of the Dublin Core schema and
must appear once in the <head> of every Web resource:

<link rel ="schema.dc" href="http://purl.org/dc/elements/1.1/">

When the audience element is used, a second instance of the <link rel> element must be
specified:

<link rel ="schema.dcterns" href="http://purl.org/dc/terns/">

For further information on the technical aspects of expressing Dublin Core, consult:

Encoding Dublin Corein HTML (http://www.ietf.org/rfc/rfc2731.txt).
Expressing Dublin Core in HTML/XHTML meta and link elements
(http://dublincore.org/documents/dcg-html/).

2.2.5 Use of Upper and Lower Case

Dublin Core expressed in HTML (e.g. <meta name="dc.title">) isalwaysin lower case.
Content may contain any al phanumeric characters (e.g. upper and lower case, numbers and
symbols). However, terms selected from authorized controlled vocabularies must be exactly as
they appear in the controlled vocabulary being used, including case and punctuation.

2.2.6 Proper Use of Schemes

Schemes are authorized lists of values from which content for metadata tags may be selected.
Library and Archives Canada maintains aregistry of authorized schemes at

http://www.coll ectionscanada.ca/8/4/r4-281-e.html. Authorized vocabularies are available for
Audience, Coverage, Subject, and Type.

Instructions on how to register a controlled vocabulary or thesaurus with Library and Archives
Canada may be found at http://www.collectionscanada.ca/8/4/r4-293-e.html.
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Values from a scheme uniquely identified for use with one element may not be used as the
content for another element. For example, it would be incorrect to use aterm from the
Government of Canada Core Subject Thesaurus (the default scheme for use in <dc.subject>) in
the Coverage element. Only values from schemes registered for use inCoverage should be used
as content for that element.

Because schemes are linked to their elements, misuse would have a negative impact on the
reliability of search results and defeat the purpose of using metadata.

Seethelist of elementsin Appendix A for information on the scheme associated with them.
2.2.7 Accented characters

Asisthe case with Web document content in general, metadata content can include accented
characters (e.g. "€") or character entity equivalents (e.g. "&eacute;"). Although using the
character entity equivalent provides an extra measure of assurance that the accented character
will be widely decipherable, using the accented character itself is usually sufficient since most
modern browsers and search engines interpret and display the ISO Latin-1 Character Set.

Accented characters or character entity equivalents should be applied consistently across Web
Sites.

2.2.8 Description vs. Evaluation

Metadata is used to describe resource content, not to evaluate or comment on that content. It is
inappropriate to include editorial comments in metadata.

2.2.9 Uniqueness of Metadata Tagging

Every Web resource should have its own unique set of metadata tags reflecting the content of
that resource. No two Web resources should contain exactly the same metadata.

2.2.10 Populating the Content Value

The content attribute of any metatag (<content="xyz">) must have avalue; it cannot be left
blank. Mandatory metadata elements (Title, Creator, Subject, Language, Date) must have
content. For optional elements, if aresource does not require an optional element, that element
should be omitted from the metadata entirely.

2.2.11 Order of the Elements

There is no prescribed order for the elements in a metadata record.

2.2.12 Repeatability

With the exception of <dc.date.created>, all elements are repeatable.
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2.2.13 Updating Metadata as Resource Content Changes

The metadata for aresourceis areflection of the content of the resource. Whenever resource
content changes, metadata devel opers must ensure that metadata still reflects the content
accurately.
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Chapter 3: Common L ook and Feel Required Elements

All element definitions are taken verbatim from the Dublin Core Metadata Element Set, Version
1.1: Reference Description (http://dublincore.org/documents/2003/06/02/dces/).

3.1 Creator

3.1.1 Definition

An entity primarily responsible for making the content of the resource.

3.1.1.1 Government of Canada Constraint

At aminimum, the Creator element should include the government department or agency
responsible for the content of the information resource. The Creator element may be repeated to
include names of non-GoC organizations that also have responsibility for content of GoC
resources. This element is not intended for personal names.

3.1.2 Usage

The Creator element is expressed in the form:

| <met a name="dc. creator" cont ent ="abc"> |

where abc is the name of the responsible department, agency or non-GoC organization.
3.1.3 Guidance

All departmental or agency names must begin with "Government of Canada’ followed by the
departmental or agency name (e.g. Government of Canada, Natural Resources Canada).

For English- or French-only Web resources, use:

| <met a name="dc. creator" content="Government of Canada, ddd"> |

where ddd represents EITHER the name of the department or agency (preceded by "Government
of Canada') OR the full bureaucratic hierarchy of the responsible organizational unit.

Every responsible organization must be specified. The Creator element may be repeated when
more than one department or agency is responsible for the information resource and when one or
more non-GoC organization (e.g. provincial, territorial or municipal government departments,
private sector businesses, not-for-profit groups) is responsible for the resource.

On bilingual pages, repeat the element for the creator name in English and in French.

Guidelines for this element are being revised. Revisions will be incorporated into future editions
of this Guide.
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3.1.4 Values

Local metadata policies and operational requirements will determine how <dc.creator> is
applied. Some departments and agencies may need to express afull bureaucratic hierarchy,
beginning with the major organizational division and ending with the name of the entity
responsible for creating the Web resource.

3.1.4.1 Authorized sources of terminology

In order to ensure successful retrieval of Web resources, it isimportant that the form of name of
the originating department or agency be identical in al metadata records. Authorized sources for
organizational names must be used.

For GoC departmental/agency names, the current form of name can be found in the Treasury
Board of Canada Secretariat Titles of Federal Organizations (http://www.tbs-

sct.gc.ca/pubs pol/sipubs/tb_fip/titlesoffedorg_e.asp). Thisinformation is aso availablein
French as Titres des organismes fédéraux (http://www.tbs-

sct.gce.ca/pubs pol/sipubs/tb_fip/titlesoffedorg_f.asp).

The form of name of Government of Canada organizational divisions and sub-divisions can be
found in Government Electronic Directory Services (http://direct.srv.gc.ca/cqi-
bin/direct500/BE).

Guidance on ensuring consistency in naming non-GoC organizations is not yet available.
3.1.4.2 Abbreviations, Acronyms and Initialisms

Abbreviations for organizational components must not be used (e.g. "Atomic Energy of Canada
Limited" should be used, not "TAECL").

3.1.4.3 Changes of name

For newly posted content, the current form of creator name for a department or agency must be
used. However, the creator name assigned to static and unchanging resources such as annual
reports and other legacy documents should not be changed even when the name of the authoring
organization has changed. Such resources were created by the organization under its name at the
time of publication; metadata should not be updated to reflect subsequent name changes.

3.1.4.4 Punctuation

Levelsin an organizational hierarchy should be separated with acomma (*,"), aperiod ("."), or a
semi-colon (*;"). Punctuation should be used consistently according to guidelines established by
the department or agency.

3.1.5 Other Considerations

3.1.5.1 Organizational Hierarchies
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Local metadata policy should include guidance on the level of organizational detail to be used
when expressing <dc.creator>.

While use of the departmental or agency name alone is acceptable practice and is usually
sufficient, the addition of organizational levels could be helpful or necessary. For example, lower
levelsin the organizational hierarchy should be included when a major organization is part of a
larger department or agency and would not appear in <dc.creator> at all if the parent
organization alone were used.

For example, the Geological Survey of Canadais part of Natural Resources Canada and would
not appear in <dc.creator> if "Government of Canada, Natural Resources Canada' aone were
used. The following hierarchical structure includes the Geological Survey and shows hierarchical
relationship to the parent organization.

<met a nanme="dc.creator" content="Covernnent of Canada, Natural
Resources Canada, Earth Sciences Sector, Ceol ogical Survey of
Canada" >

3.1.5.2 Metadata Templates

Because the same content for the creator element will recur in the metadata for many different
Web resources, local implementations may pre-fill thisfield as appropriate.

3.1.6 Examples

3.1.6.1 For a resource in English
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The content of <dc.creator> is' Government of Canada, Natural Resources Canada”.

Expressed in HTML as:

<nmeta nanme="dc.creator" content="Covernnent of Canada, Natural
Resour ces Canada" >
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The responsible entity is the Geological Survey of Canada, a subdivision of Natural Resources
Canada.

The content of <dc.creator> is"Government of Canada, Natural Resources Canada, Earth
Sciences Sector, Geological Survey of Canada". This text represents the full bureaucratic
hierarchy of the unit responsible for the page. The full hierarchy is applied because some Web
users may believe the Geological Survey of Canadato be an independent entity.

Expressed in HTML as:

<met a nanme="dc.creator" content="Covernnent of Canada, Natural
Resources Canada, Earth Sciences Sector, Ceol ogical Survey of
Canada" >

3.1.6.2 For a resource in French
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The responsible entity is Ressources naturelles Canada.
The content of <dc.creator> is"Gouvernement du Canada, Ressources naturelles Canada’
Expressed in HTML as:
<meta nanme="dc.creator" content="CGouvernenent du Canada,
Ressources naturel | es Canada">
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The responsible entity is the Commission géologique du Canada, a subdivision of Ressources
naturelles Canada.

The content of <dc.creator> is " Gouvernement du Canada, Ressources naturelles Canada,
Secteur des sciences de la Terre, Commission géologigue du Canada. Thistext represents the
full bureaucratic hierarchy of the unit responsible for the page. The full hierarchy is applied

because some Web users may believe the Geological Survey of Canadato be an independent
entity.

Expressed in HTML as:

<meta nanme="dc.creator" content="CGouvernenent du Canada,
Ressources naturell es Canada, Secteur des sciences de |la Terre,
Conmmi ssi on géol ogi que du Canada" >

3.1.6.3 For a bilingual Web resource
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The content of <dc.creator>isBOTH "Library and Archives Canada’ AND "Bibliothégue et

Archives Canada’. On bilingual pages, repeat the el ement for the creator name in English and the
creator name in French.

Expressed in HTML as:

<meta name="dc.creator" content="Covernnment of Canada, Library
and Archives Canada">

<neta nane="dc.creator" content="CGouvernenent du Canada,

Bi bl i ot heque et Archives Canada">

3.2 Date

3.2.1 Definition

A date associated with an event in the life cycle of the resource.

3.2.1.1 Government of Canada Constraint

Date is considered to be the date a resource is posted on the Web. It does not refer to the date(s)

relating to the content of the resource (e.g., the date the resource's content was created or the
period during which time resource's content is valid).
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3.2.2 Usage

Two date-related metadata el ement refinements are required for Web resources: created and
modified.

<dc.date.created> expresses the date the resource was first posted on the Web.
<dc.date.modified> expresses the most recent date a substantially revised version of the resource
was re-posted on the Web. The metatag <dc.date.modified> is mandatory only when such a
revision has been posted; otherwise, it is not used at all.

The <dc.date.created> element is expressed in the form:

| <meta name="dc. dat e. cr eat ed" cont ent ="abc"> |

where abc is the date the resource was first posted on the Web, in the form YYYY-MM-DD, the
World Wide Web Consortium Date and Time Format (http://www.w3.org/ TR/NOTE-datetime).
<dc.datemodified> is expressed in the same way.

3.2.3 Guidance

The Date element may not be used for dynamic Web resources (e.g. Web pages that are
generated dynamically from a database).

For static Web resources,
a) use<dc.date.created> to reflect the date the resourceisfirst posted on the Web; and
b) add <dc.date.modified> to reflect the date the resource is re-posted on the Web after its
intellectual content has been substantially changed.
These rules apply whether the Web resource is English, French or bilingual.
3.2.4 Values
The Date element isexpressed asYYYY-MM-DD, where YYYY isthe year, MM isthe month
of the year between 01 (January) and 12 (December), and DD isthe day of the month between
01 and 31.
If only the year and month are known, enter "01" for the day, e.g. 2003-04-01.
If only the year isknown, enter "01" for both the month and the day, e.g. 2003-01-01.
Since automated information retrieval systemsretrieve on al eight digits of the international
date, constructing dates in this manner will ensure the ability of systems to search and retrieve on

either month and year, or year only.

The <dc.date.created> value never changes.
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3.2.5 Other Considerations

<dc.date.modified> must be used in conjunction with <dc.date.created>. It cannot exist without
<dc.date.created>.

The date used in the content of <dc.date.created> cannot be earlier than or equal to the content
for <dc.date.modified>.

The content value of <dc.date.created> and <dc.date.modified> cannot be | eft blank. If the date
of original posting is not known, follow the department or agency’s procedures for assigning an
appropriate value.
3.2.6 Examples

For aWeb resource first posted on May 6, 2003 and last substantially modified on December 20,
2004:

On the original posting date, the content of <dc.date.created> is the date of posting:

[ <nmeta name="dc. date. created" content="2003-05- 06" > |

Any time after that date when punctuation or typographical errors are corrected and the resource
is re-posted, the <dc.date.created> value is not changed:

[ <meta name="dc. date. created" content="2003-05- 06" > |

When the resource is re-posted with intellectual content substantially changed,
<dc.datemodified> is added to the metadata. <dc.date.modified> reflects the date of posting of
the changed version. <dc.date.created> is not changed:

<nmet a nane="dc. date. created" content="2003-05-06">
<net a nane="dc. dat e. nodi fi ed" content="2004-12-20">

3.3 Language

3.3.1 Definition

The language of the intellectual content of the resource.
3.3.1.1 Government of Canada Constraint

The 1SO639-2 |language encoding scheme must be used.
3.3.2 Usage

The Language element is expressed in the form:

[ <meta name="dc. | anguage” schene="1S0639-2" content="abc"> |
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where abc is alanguage code and "1SO 639-2" refers to the language encoding scheme mandated
for use in the GoC domain.

3.3.3 Guidance
If the Web resource isin one language, enter the appropriate language code.

If the resource is available in more than one language, repeat the Language el ement using the
corresponding code for each language.

3.3.4 Values

The language codes are three-character lower-case alphabetic strings, usually based on the first
three letters of the English form.

English eng
French fre

Codes for other languages may be found in Codes for the Representation of Names of Languages
(http://Icweb.loc.gov/standards/iso639-2/englangn.html).

3.3.5 Examples

3.3.5.1 English-only Web resource

[ <meta name="dc. | anguage" schenme="1S0639-2" content="eng"> |

3.3.5.2 French-only Web resource

[ <meta name="dc. | anguage” schene="1S0639-2" content="fre"> |

3.3.5.3 Bilingual Web resource (i.e. both English and French content)

\%

<met a name="dc. | anguage" schenme="1|S0639-2" content="eng"
<meta name="dc. | anguage" schene="|S0639-2" content="fre"

\

3.3.5.4 Multilingual Web page (e.g. English, French and German)

<met a name="dc. | anguage" schene
<met a nanme="dc. | anguage" schene
<met a name="dc. | anguage" schene

"1S0639-2" content="eng">
"1 S0639-2" content="fre">
"1S0639-2" content="ger">

3.4  Subject
3.4.1 Definition

The topic of the content of the resource.
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3.4.1.1 Government of Canada Constraint

Subject terms must be selected from controlled vocabularies registered with Library and
Archives Canada or recognized by the Dublin Core Metadata Initiative.

3.4.2 Usage

The Subject element is expressed in the form:

[ <meta name="dc. subj ect” schene="abc" content="def"> |

where abc refers to an authorized controlled vocabulary, and def refers to one or more values
chosen from that vocabulary.

3.4.3 Guidance
3.4.3.1 Considerations for selecting terms for <dc.subject>
Words or phrases used ("terms") should describe what the resource is about.

Thetitle of the resource may not necessarily reflect the content of the resource. For example, the
book "Men are from Mars, Women are from Venus' is about male-female communication, not
astronomy.

User needs must be considered. Metadata devel opers should ask the question, "If | were
searching for information using this term, would | want to retrieve this particular resource?’

Subject terms should be as specific as possible, not too broad or too narrow. Use of a broad term
such as "Dairy industry” to describe a resource on a specific topic such as "milk" would mean
that users searching for information on "milk" would not find the resource. Similarly, terms for
individual dairy products should not be used for aresource focusing on the dairy industry as a
whole, even if particular products are mentioned in the resource.

As many terms as are required should be used to describe the resource accurately. Termsthat are
too specific will result in only asmall portion of the content of the resource being covered.

3.4.3.2 Using multiple subjects

Multiple subjects from the same scheme may be included in the content of a <dc.subject>
metatag. Vaues should be separated by a semi-colon (*;"). A semi-colon is used as a separator
rather than a comma because a controlled subject term may include a comma within the term.

3.4.3.3 Using multiple vocabulary schemes

If more than one authorized controlled vocabulary is used for Subject, a separate <dc.subject>
tag is required for each vocabulary. For example, terms from the e-Health Thesaurus may not be
used in a metatag containing terms from the Core Subject Thesaurus, and vice versa.
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Each subject metatag must include the scheme label assigned to the vocabulary. The labels are
part of the vocabulary descriptions in the registry of controlled vocabularies at the Library and
Archives Canada Web site (http://www.nlc-bnc.ca/8/4/r4-281-e.html).

3.4.3.4 Terms not appropriate for <dc.subject>

Terms from controlled vocabularies devised for the following Dublin Core elements may not be
applied to <dc.subject>: <dc.audience>, <dc.coverage>, <dc.format>, <dc.type>.

3.4.4 Values

3.4.4.1 Controlled Vocabularies

A controlled vocabulary is a set of standardized words or phrases used in indexing and
information retrieval. Controlled vocabularies prescribe a single term to identify a concept,
thereby reducing or eliminating choice and, consequently, the use of synonyms. Examples
include subject heading compendia such as Library of Congress Subject Headings (LCSH) and
thesauri such as the Government of Canada Core Subject Thesaurus (CST).

Using terms from a controlled vocabulary to describe the subject or "aboutness' of Web
resources facilitates access to information produced by many different creators. Using
standardized terminology from one or more lists of controlled subject terms or thesauri allows
searchers to find resources on the same subject consistently and efficiently.

A thesaurusis a specific type of controlled vocabulary arranged in a particular order (not
necessarily alphabetical) in which equivalence (USE; USE FOR), homographic (variant
spellings), hierarchical (Broader Term; Narrower Term) and associative (Related Term)
relationships among terms are clearly displayed and identified by standardized relationship
indicators. A thesaurus normally conformsto international standards.

Note that dictionaries, which list one or more meanings for a given term, and unstructured,
alphabetized word lists such as glossaries, are NOT controlled vocabularies. They do not control
synonyms.

Typicaly, acontrolled vocabulary is designed to be used in a specific context. Prefatory material
or other instructions for use should be carefully considered before a given vocabulary is adopted.
For example, terminology from the Library of Congress Subject Headings, a standardized
vocabulary used in library catalogues, is intended to be applied with sub-divisions of various
kinds (form, geographic area, etc.). Thesauri may have various forms of term arrangement and
display and may be pre-coordinated (entries include base terms as well as modifiers and sub-
divisions) or post-coordinated (terms are not linked together semantically; one or more
individual termsis used by indexersto build an overall description of the subject).

For more information on using a controlled vocabulary, consult the departmental or agency
library or the FAQ section of Implementing a Controlled Vocabulary on Government of Canada
Web Sites at the Library and Archives Canada Web site (http://www.collectionscanada.ca/8/4/r4-
294-e.html).
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3.4.4.2 Sources of Controlled Terminology for <dc.subject>

The principal controlled vocabulary for federal government departments and agenciesisthe
Government of Canada Core Subject Thesaurus (CST) at _http://www.thesaurus.gc.cal. Other
authorized vocabularies may be used, provided that a separate subject element is created for each
vocabulary set employed.

The CST does not include specialized terminology used in specific and limited disciplines. It
may be necessary to select additional terms from one or more specialized controlled vocabularies
that are registered with Library and Archives Canada. Vocabularies registered with the Dublin
Core Metadata Initiative (http://dublincore.org) may also be used provided that equivalent terms
in both official languages are available (see Section 3.4.4.4).

If adepartment or agency uses one or more authorized vocabularies other than the CST, it is
highly recommended that one or more CST terms be selected as content for a separate
<dc.subject> tag. Doing so allows for the consistent application of subject terms that apply to
multiple federal organizations.

Detailed guidance on the use of the CST isavailable at _http://www.thesaurus.gc.cal. For generic
information on the selection of subject terms, see Guidelines for Indexes and Related
Information Retrieval Devices by James D. Anderson
(http://www.niso.org/standards/resources/tr02. pdf).

For more information on thesauri, consult the Thesauri and Controlled V ocabul aries pages on the
Library and Archives Canada Web site at (http://www.collectionscanada.ca/8/4/r4-280-e.html),
or contact the Metadata Coordinator, Library and Archives Canada (819 994-6889;
meta_coord@Ilac-bac.gc.ca).

3.4.4.3 If the Core Subject Thesaurus is not deemed suitable

1. Every effort should be made to use at least one term from the CST to describe GoC Web
resources.

2. If the CST meets the vocabulary needs of a department or agency most of the time, but useful
terms are identified which are not listed there, contact the Thesaurus Manager (see
http://en.thesaurus.gc.ca/contact_e.html) to discuss how these terminological needs can be
met.

3. If the CST, because of its general nature, isjudged as not suitable, consult the list of
Canadian Government-maintained controlled vocabularies
(http://www.collectionscanada.cal8/4/r4-281-e.html) on the Library and Archives Canada
Web site to see what other vocabularies are registered for use in the GC.CA domain. Thislist
includes information about the vocabulary label names for use in the coding of <dc.subject>
scheme component, with links to the online version of the vocabularies.

If a controlled vocabulary other than the CST is used, the scheme label for that vocabulary
MUST be present in the <dc.subject> metatag.

4. If none of the vocabularies registered in the GoC domain suits the terminological needs of a
department or agency, consult the list of controlled vocabularies registered by the Dublin
Core at http://dublincore.org.
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Only vocabularies in this registry with equivaent termsin both official languages will be
acceptable for use. "Equivalent terms” is used instead of "trandations” asthere are instances
when the term for a concept in one language does not have an exact match in the other (see
Section 3.4.4.4).

5. If none of these vocabularies are suitable, an in-house solution may be the best option.
Alternatives:

=  Development of abilingual thesaurus for the subject domain: Thiswill require help
from an expert as athesaurusis highly structured and built according to established
international criteria and standards with relationships among terms clearly displayed
and identified by standardized relationship indicators.

» Development of a customized controlled vocabulary: A controlled vocabulary isless
rigorous than a thesaurus. HOWEVER, synonyms MUST be controlled (i.e. non-
preferred terms must point to preferred terms), as this is the most basic form of
terminology control.

Vocabularies developed in-house for use in <dc.subject> must be registered with Library

and Archives Canada. The termsin such locally controlled vocabul aries can be mapped

to more general termsin the CST so that both specific terminology and more general

CST terminology are part of the metadata. For example, the in-house vocabulary term

"aquacultural biotechnology" could be mapped to "Biotechnology", found in the CST.

The metadata would contain two <dc.subject> metatags, one for the broad CST term, one

for the specific local vocabulary term.

For advice on building or registering a vocabulary, consult the Metadata Co-ordinator at

Library and Archives Canada (meta_coord@I ac-bac.gc.ca).

3.4.4.4 Language Equivalents

For resources that are available in both official languages, English subject terms must be
assigned to the English version, and French to the French version.

For each term in one official language there must be an equivalent term (or terms) in the other.
Thisis straightforward when selecting terms from vocabulary lists with English and French
equivalents, but is more challenging when selecting from one list in one official language, and
from adifferent list for the other. Until formal guidanceis available, contact the Treasury Board
Secretariat's Information Management Division at im-gi @tbs-sct.gc.ca for advice.

3.4.5 Other Considerations

Populating the subject element presents significant challenges. The correct selection of terms
from controlled vocabularies is not normally in the skill set of people responsible for managing
Web resources. Rather, it is principally askill of professional librarians and indexers. The
complexity of the challenge of selecting terms increases when more than one controlled
vocabulary is employed.

Managers are urged either to provide appropriate subject analysistraining for their metadata
developers or to obtaining assistance from their departmental libraries or information resource
centres in populating this crucial field.
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3.4.6 Examples

3.4.6.1 English-only Web resource using terms from the Core Subject Thesaurus
http://www.nrcan-rncan.gc.calinter/index_e.html

<met a name="dc. subj ect" scheme="gccore" content="Nat ur al
resources; Climate; Forests; Mnerals; Metals; Mps; Energy;
Ener gy conservation; Ceol ogy; Environnental managenent">

3.4.6.2 French-only Web resource described using terms from the Core Subject Thesaurus
http://www.nrcan-rncan.gc.calinter/index_f.html

<meta name="dc. subj ect” scheme="gccore" content="Ressources
naturelles; dimat; Forét; Mnéral; Mtal; Carte; Energi e;
Conservation de |'énergie; Géologie; Gestion de

|* environnenent" >

3.4.6.3 Bilingual Web resource described using terms from the Core Subject Thesaurus
http://www.nrcan-rncan.gc.calinter/index.html

<meta name="dc. subj ect" scheme="gccore" content="Natural
resources; Climate; Forests; Mnerals; Metals; Mips; Energy;
Ener gy conservation; Geol ogy">

<met a name="dc. subj ect" scheme="gccore" content="Ressources
naturelles; Climat; Forét; Mnéral; Mtal; Carte; Energie;
Conservation de |'énergie; Géol ogie">

3.4.6.4 Multiple vocabularies to describe a single Web resource

3.4.6.41 English-only Web resource described using terms from both the Core Subject Thesaurus
and the eHealth Thesaurus

<met a name="dc. subj ect" scheme="gccore" content="one or nore
English terns fromthe Core Subject Thesaurus">

<met a name="dc. subj ect" scheme="gcicth" content="one or nore
English terns fromthe e-Health Thesaurus">

3.4.6.4.2 French-only Web page described using terms from both the Core Subject Thesaurus and the
eHealth Thesaurus

<meta name="dc. subj ect" scheme="gccore" content="one or nore
French terns fromthe Core Subject Thesaurus">

<meta name="dc. subj ect” scheme="gcicth" content="one or nore
French terns fromthe eHealth thesaurus">

3.5 Title
3.5.1 Definition

The name given to the resource.
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3.5.2 Usage

The Title element is expressed in the form:

[ <meta name="dc.title" content="abc"> |

where abc is thetitle of the resource.
3.5.3 Guidance

Thetitleis transcribed from the authoritative source. For Web resources, thisis the resource
itself.

A title should be sufficiently informative to convey the content of the resource as succinctly as
possible.

On individual Government of Canada Web sites, no two pages may have identical titles.
The <dc.title> metatag and the HTML <title> element should have the same content.

For bilingual Web pages (i.e. "Welcome" or "splash™ pages), English and French titles may not
be included in the content of a single <dc.title> metatag. Two separate <dc.title> tags must be
used, one containing the English title and one containing the French.

3.5.4 Values

Each department or agency will have its own method of determining titles for its Web resources.
The following steps are suggested as best practices.

To determine the content for <dc.title>, metadata devel opers should

1. Determine HTML <title> element content and use this same content to popul ate <dc.title>.
The HTML <title> element can be found in the coded version of a page by selecting View—
Source in Internet Explorer or View—Page Source in Netscape.

2. Depending on departmental or agency policy, enhance <dc.title> content if the HTML <title>
is not sufficiently informative. For example, an HTML <title> such as "About Us" or "Home
Page' may be enhanced to provide context: "About Us—Name of Department” or "Home
Page—Name of Department”.

3. Deviseatitlefor <dc.title> if a Web page does not have an HTML <title>. When devising
titles, metadata devel opers should identify prominent wording found at the top of a Web
page, either intext or in atitle graphic, and use this wording as content for <dc.title>. Again,
depending on departmental or agency policy, prominent wording may be enhanced to
provide context.

3.5.5 Other Considerations

Information-rich titles aid in the resource discovery process. Departmental publishing guidelines
should include guidance on assigning useful titles.
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Departments and agencies should develop processes to ensure that no two pages have identical
titles.

3.5.6 Examples

3.5.6.1 HTML <title> as source for the title of the Web page

o C5A - Home Page of Canadian Space Agency - Microsoft Internet Explorer

File Edit “iew Fawvomes Tools Help

|*I

Qo] rocentoscn Ageos soatai Canadi

Home ____[About the C5A [Image Gallery [ Site Map___[Index Ata 7 |

[ s the News | | tn Focus |

Wa, atthe Canadian Space Agency, ane desply
saddenad and shocked by fhe fragic end of Space
SEhumle Wission ETS-107. W join ow colleagues &l
MASA In mouming the kss of the sevan crewsmeambears
af thé Ehutile Colurmdda, and s&nd our headiel

i Meds Zoms sympathy 1o their families and loved ones.

AnEdisatons For mome informasion an Mission STE-107, and fos

atus bnefin sa consult MASAs W
Y T ——— slabus bnefings, please consu SA's Wb page

DAPHGEE Herwasdat ey it pelmwiw nas gy

L BRsninons

SEARLCH:

' Indgermied -

The content of the HTML <title>, "CSA - Home Page of Canadian Space Agency” (found in the
coloured bar at the top of the browser screen), may be used to populated <dc.title>.

Expressed in HTML as:

<meta name="dc.title" content="CSA — Hone Page of the Canadi an Space
Agency" >

3.5.6.2 HTML <title> tag contains insufficient information

Gé)vernment of Canada Metadata Implementation Guide for Web Resources 36
3" edition



o Gowvernment - Microsoft Intemet Explorar
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i+l
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i Slangre Mdawemiens in Canada

RESEARCH E
B Srvicas
B Apehivia ek The Canadian West
Oin-lire Esssarch Toal
L] GlIl'lil.ﬂug:r
Tracirig the History of Mew France
i  Consln | . -
£l [ [ @ imemer y
The HTML <title> tag "Government” provides no context. Depending on departmental or
agency policies, enhancement from the graphical title may be necessary. The content of
<dc.title> may be enhanced with the organization name: "National Archives of Canada—
Government".
Expressed in HTML as:
<meta name="dc.title" content=" National Archives of Canada —
Gover nnent " >
3.5.6.3 No HTML title available
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The source code for this page does not contain an HTML <title>. The content of the <dc.title>
tag should be taken from prominent wording found at the top of a Web page, either intext orin a
title graphic.

The content of <dc.title> is"Welcome to the NRC Virtua Library".

Expressed in HTML as:

<neta nane="dc.title" content="Wlcone to the NRC Virtual
Li brary" >

3.5.6.4 Bilingual "Welcome" Page
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N Welcome to the LIBRARY ASND ARCHIVES CANADA website | Bienvenue au ste Web B0 i =12 x]
e Cdt Wew Pgorkes ok Hep !
I*I Mational Library of Ganada and Bikothéque nationaks du Canada et

feanceal Archiees of Canacs Archivas nalionaks tu Canads

Ly o Ancves e
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_ =
] borm [T ket
HTML <title> indicates that the title of the page is "Welcome to the LIBRARY AND
ARCHIVES CANADA website/ Bienvenue au site Web BIBLIOTHEQUE ET ARCHIVES
CANADA". The content of <dc.title> is

English title: Welcome to the LIBRARY AND ARCHIVES CANADA website

French title: Bienvenue au site Web BIBLIOTHEQUE ET ARCHIVES CANADA
Expressed in HTML as:

<meta name="dc.title" content="Welcone to the LIBRARY AND

ARCHI VES CANADA websi te" >

<meta nanme="dc.title" content="Bienvenue au site Wb

Bl BLI OTHEQUE ET ARCHI VES CANADA" >
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Chapter 4: Optional Elements

In the GoC context, "optiona" means that the elements described below are not required for
Common Look and Feel Standard 6.3 compliance. However, the use of some or all of these
and/or other Dublin Core elements may be mandatory within a particular department or agency.

All element definitions are taken verbatim from DCMI Metadata Terms
(http://www.dublincore.ora/documents/dcmi-terms/).

4.1 Audience

4.1.1 Definition

A class of entity for whom the resource is intended or useful.

4.1.1.1 Government of Canada Constraint:

Terms must be selected from an authorized controlled vocabulary.

4.1.2 Usage

There are two ways to express this element in HTML: <dc.audience> and <dcterms.audience>.
<dc.audience>

The Audience element is expressed in the form:

[ <meta name="dc. audi ence” schenme="abc" content="def"> |

where abc is the label for a specific scheme, and def is a value selected from the scheme to
describe the audience for the resource.

N.B.: The use of <dc.audience> isto be considered atemporary method of expression that will
change as Dublin Core develops. The following method of expressing the audience element is
preferable to the one given above.

<dcterms.audience>

The Audience element is expressed in the form:

[ <meta name="dct er ns. audi ence” schene="abc" content="def"> |

where abc is the label for a specific scheme, and def is a value selected from the scheme to
describe the audience for the resource.

The Audience element is defined by the Dublin Core Metadata Initiative in the DCTERM S
namespace. Departments or agencies using <dcterms.audience> must include a second instance
of the <link> element to support the HTML code. This additional <link> element is:
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<link rel="schemadcterms" href="http://purl.org/dc/terms/"'>

4.1.3 Guidance

It is strongly recommended that the audience element be applied to all resources to which GoC
institutions apply other mandatory and optional metadata el ements when those resources are
identified as being directed towards one or more particular audiences.

The Audience element should be repeated, with the appropriate scheme label, for each audience
type that applies to the resource.

For more guidance on the use of the Audience element, including the use of additional audience
schemes, see the Final Report 2002-03-25 of the GOL Metadata Working Group <dc.audience>
Sub-group (http://www.cio-dpi.gc.cal/im-gi/mwg-gtm/aud-aud/docs/2003/aud-final /aud-
final00_e.asp).

4.1.4 Values

It is strongly recommended that metadata devel opers use values from the Government of Canada
Audience Scheme (http://www.cio-dpi.gc.cal/im-gi/mwg-gtm/aud-
aud/docs/2003/schemfinal/schemfinal _e.asp). This scheme includes terms that describe awide
variety of GoC Web site users. While it includes a broad range of terms, it is not intended to be
an exhaustive list of audiences.

The Government of Canada Audience Scheme is registered as a controlled vocabulary with
Library and Archives Canada. The scheme label for the Government of Canada Audience
Schemeis gcaudience.

Departments or agencies requiring that new audience terms be added to the vocabulary should
address their inquiries to the Information Management Division, Treasury Board Secretariat (im-
gi @tbs-sct.ge.ca).

415 Example

<met a name="dct er ns. audi ence" schene="gcaudi ence"”
cont ent ="seni ors" >

4.2 Coverage

4.2.1 Definition

The extent or scope of the content of the resource.
4.2.1.1 Government of Canada Constraint

Guidanceis provided for spatial/geographic coverage only. The element must be populated with
terms found in authorized controlled vocabularies.
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4.2.2 Usage

The Coverage element is expressed in the form:

[ <meta name="dc. cover age. spatial " schene="abc" content="def"> |

where abc is the label for an authorized list of geographic names and def is a specific location
chosen from the authorized source or set of geographic coordinates.

4.2.3 Guidance

Geographic overage should be implemented when the content of the resourceis applicable to a
place, asin the following examples:

» Employment opportunities for a certain region (information that is organized by area)
* Environmental impact assessment for a watershed (information pertaining to an area)
» Sitesof historical significance (location information).

Geographic information contained in the coverage element can allow a user to search on a
specific location, exclude certain areas, or sort by nearest location. Geographic coverage can be
used to describe the geographic aspects of aresource not normally included in <dc.subject> or
<dc.description>.

Geographic coverage is distinct from the subject of aresource. For example, if aresource were
about the minerals of Ontario, the content value of the <dc.subject> tag would be "Minerals' and
the content value of the <dc.coverage.spatial> tag would be "Canada; Ontario".

Further guidance on the use of <dc.coverage.spatial> is available at Geographic Coverage Sub-
group: dc.coverage — Guidelines (http://www.cio-dpi.gc.calim-gi/mwg-gtm/gcs-
scg/docs/2002/el ement/element_e.asp).

424 Values

Values for geographic coverage must be taken from an authorized controlled vocabulary,
authority file or other registered scheme. A listing of authorized controlled vocabularies for
<dc.coverage.spatial> may be found at http://www.collectionscanada.ca/8/4/r4-281-e.html.

The most appropriate choice of vocabulary depends on the resource being documented. More
than one vocabulary may be required to describe a single resource. The <dc.coverage.spatial>
tag may be repeated as needed; the appropriate scheme name must be used for each location
described in the metadata.

The preferred vocabulary for Canadian place namesis found at Canadian Geographical Names
(http://geonames.nrcan.ge.calindex_e.php).

"Canada" will likely appear as part of a hierarchy (e.g. "Canada; Ontario; Ottawa'). However,
"Canada' alone should not be used as a default <dc.coverage.spatial> term. Thereisno
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advantage in populating coverage with a value of "Canada' when aresourceisimplicitly
Canadian. "Canada" is a valid descriptor when the resource explicitly pertainsto all of Canada
(e.g. amap of Canada).

The language equivalency rule (see 3.4.4.4) applies for place names.

4.2.5 Examples

4.2.5.1 Resource describing plans for a national historical site in Halifax, expressed using the Canadian
Geographic Names Database.

<met a name="dc. coverage. spatial" scheme="gcgeonanes"
cont ent =" Canada; Nova Scotia; Halifax">

4.2.5.2 Resource containing employment opportunity information for Peterborough and North Bay,
expressed using the Canadian Geographic Names Database.

<meta nanme="dc. coverage. spatial" schene="gcgeonanes"
cont ent =" Canada; Ontario; Peterborough">

<meta nanme="dc. coverage. spatial" schene="gcgeonanes"
cont ent =" Canada; Ontario; North Bay">

A separate <dc.coverage.spatial> metatag must be used for each geographic location.
A semi-colon (";") is used to separate each element of a single place name.

4.3 Description

4.3.1 Definition

An account of the content of the resource.

4.3.2 Usage

The Description element is expressed in the form:

[ <meta name="dc. descri ption” content="abc"> |

where abc is the description of the resource.
4.3.3 Guidance

An accurate, clear, concise and objective description assists users in determining whether a
resource will be useful to them.

The words in a description can be indexed by search engines. The text is often displayed in
search results. Asageneral rule, descriptions should be no more than 100-120 words in length.
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Because only the first few lines of a description may be displayed in alisting of Web resources,
it isimportant that the most significant information be contained in the first few sentences.

4.3.4 Values
4.3.4.1 Tips on Preparing a Description

» Usethe headings, table of contents, and the introduction or summary as a guide for
information about the resource.

= Try toidentify the type of product or service in the description, e.g. "This report
(document, CD-ROM, publication, diskette)..."

= Usesimple direct language.

» Usewordsthat clearly describe the product or service.

= Make the description understandable to a wide audience.

» Usethe objective third person point of view (avoid using "you" or "we").

» Bebrief but as complete as possible.

» Ensurethat the description is coherent.

» Use abbreviations, acronyms, and initialisms if they are widely known (e.g. NATO,
UNESCO), but define unfamiliar terms and symbols the first time they occur.

= Avoid jargon.

» Ensure that the description informs the reader about the subject of the resource and
presents each distinguishing characteristic of the product or service.

4.3.4.2 HTML <description> and <dc.description>

Departments or agencies using HTML may wish to apply both the HTML <description> metatag
and the <dc.description> metatag. In such cases the content values of these tags must be
identical.

4.3.5 Other Considerations
Departments or agencies are urged to develop their own organizational guidance for writing

descriptions based on Guidelines for Writing Descriptions for Government of Canada Web Stes
(http://www.cio-dpi.gc.cal/im-gi/references/meta-descrip/meta-descrip00 e.asp).

4.3.6 Examples

4.3.6.1 English-only Web resource
http://www.coll ecti onscanada.ca/trai ns/index-e.html

<met a name="dc. description” content="Contains three nain
sections. Ties That Bind provides a short history of railways in
Canada and how they nmarketed their passenger services. It
creates a context for the other two sections, Transconti nental
Tour and Tracking Tine.">

4.3.6.2 French-only Web resource
http://www.coll ectionscanada.ca/trai ns/index-f.html
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<met a name="dc. description" content="Conpte trois sections
princi pales. La section Lignes qui unissent présente un bref
hi stori que des chenins de fer au Canada et de |la mani ére dont
| es conpagni es ont commercialisé |eurs services voyageurs. Cet
hi storique sert de cadre aux sections Circuit transcontinenta
et Ligne chronol ogi que. ">

4.3.6.3 Bilingual resource
http://bsa.cbsc.org/

<met a name="dc. description" content="The Business Start-up
Assistant (BSA) is a one-stop site for information on starting a
busi ness in Canada. It covers topics such as narket assessnment,
financing, taxation, witing a business plan and many nore - al
critical to starting a business.">

<meta nanme="dc. description" content="Le Systene d'aide au
dérmarrage d'une entreprise (SADE) est un guichet unique

d information sur |e dénarrage d' une entreprise au Canada. Le
site Web couvre plusieurs sujets, notament |es études de
nmarché, le financenent, la fiscalité, la préparation d un plan
d' affaires, tous essentiels au dénmarrage d' une entreprise.">

4.4 Format
4.4.1 Definition

The physical or digital manifestation of the resource.

4.4.1.1 Government of Canada constraint

Terms must be selected from an authorized controlled vocabulary.
4.4.2 Usage

The Format element is expressed in the form:

[ <meta name="dc.format" schene="abc" content="def"> |

where abc isthe label for a specific scheme, and def is a value selected from the scheme to
describe the format of the resource.

4.4.3 Guidance

The Format element should not be used unless an organization has the ability to manage
metadata in a database or arepository.

Every distinct resource should have distinct metadata. M etadata contained in the source code of
an HTML resource describes the HTML resource itself. It does not describe resources linked to,
or displayed on, that resource. As aresult, metadata that describes a sound, video, other textual
non-HTML format, etc., should not be stored in the source code of an HTML resource.
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This situation may be confusing. A photo or image (using ".gif" or ".jpeg" file formats) appears
to be part of the HTML resource in the Web browser; indexers may wish to describe that picture,
sound, etc., in the metadata for the HTML resource. However, it isimportant to separate the
metadata for these resources.

Consequently, metadata for anon-HTML resources will likely have to be stored and managed in
adatabase or arepository.

The Format element should be repeated, with the appropriate scheme label, for each format that
appliesto the resource.

For more guidance on the use of <dc.format> see <dc.format> Guidelines at http://www.cio-
dpi.gc.calim-gi/mwg-gtm/fmt-fmt/docs/2003/guidelines-lignes-directrices _e.asp).

444 Values

It is strongly recommended that metadata devel opers use values from the Government of Canada
Format Scheme (http://www.cio-dpi.gc.calim-gi/mwg-gtm/fmt-fmt/docs/2003/schem_e.asp).
This scheme includes terms that describe awide variety of GoC Web site formats.

The Government of Canada Format Scheme is registered as a controlled vocabulary with Library
and Archives Canada. The scheme label for the Government of Canada Format Schemeis
gcformat.

The Government of Canada Format Scheme is intended to encompass all formats found on GoC
Web sites. Departments or agencies requiring that new formats be added to the vocabulary
should address enquiries to the Information Management Division, Treasury Board Secretariat
(im-gi @tbs-sct.gc.ca).

445 Example

[ <meta name="dc.format" schene="gcformat"” content="i nage/| peg"> |

4.5 Type

4.5.1 Definition

The nature or genre of the content of the resource.
45.2 Usage

The Type element is expressed in the in the form:

[ <meta name="dc.type" schene="abc" content="def"> |

where abc is the label for a specific scheme, and def is a value selected from the scheme to
describe the type of resource.
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45.3 Guidance

The Type element is used to describe general categories, functions, or genres of Web resource
contents. It is not to be confused with the Format element, which describes the physical
manifestation of aresource or the Subject element, which describes the topic of aresource.

Including avalue for <dc.type> helps users find the information by giving them an additional
way to narrow their search queries. When users select a resource type along with other terms
(such astitle, subject, date, etc.) in a search query, they will be able to narrow their search for an
event, presentation, report, policy, etc. For example, auser can reduce the results of a subject
search for "information management” by also selecting the type "event” or "policy".

The Type element must be repeated, with the appropriate scheme label, for each type that applies
to the resource.

For more guidance on the use of <dc.type>, including the use of additional type schemes, see <
dc.type> Sub-Group: Usage Guidelines (http://www.cio-dpi.gc.cal/im-gi/mwg-gtm/typ-
typ/docs/2003/usage-util/usage-util _e.asp).

45.4 Values

It is strongly recommended that metadata devel opers use values from the Government of Canada
Type Scheme (http://www.cio-dpi.gc.calim-gi/mwg-gtm/typ-typ/docs/2003/schem/schem_e.asp).
This scheme includes terms that describe awide variety of resource types found on Government
of Canada Web sites.

The GoC Type Schemeisregistered as a controlled vocabulary with Library and Archives
Canada. The scheme label for the Government of Canada Type Scheme is gctype.

While the Government of Canada Type Scheme includes a broad range of terms, it is not
intended to be an exhaustive list of types. For information on adding terms to the gctype scheme,
see < dc.type> Sub-Group: Process for Updating the GoC Type and Aggregation Level Schemes
Draft

(http://www.cio-dpi.gc.cal/im-gi/mwg-gtm/typ-typ/docs/2003/typeltype _e.asp).

Organizations may also request the inclusion of new resource types by contacting the
Information Management Division of the Treasury Board Secretariat at im-gi @tbs-sct.gc.ca.

455 Other Considerations

An organization may develop alocal scheme (or schemes) to achieve a more precise description
of resource types for local indexing and retrieval needs. Any such schemes must be registered
with Library and Archives Canada. Contact the TBS Information Management Division for
assistance in developing local schemes. It is recommended that organizations using local
schemes include at least one term for the GoC Type Scheme.

45.6 Examples
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4.5.6.1 English resource
The National Flag of Canada

http://www.canadianheritage.qgc.ca/progs/cpsc-ccsp/sc-cs/df1 e.cfm

[ <meta name="dc.type" schene="gctype" content="still inmage"> |

4.5.6.2 French resource
Le drapeau canadien
http://www.canadianheritage.gc.ca/progs/cpsc-ccsp/sc-cs/df 1 f.cfm

[ <meta name="dc.type" schene="gctype" content="inmge fixe"> |

4.5.6.3 Bilingual resource
Welcome page of Canadian Heritage
http://www.canadianheritage.gc.ca

<meta name="dc.type" scheme="gctype" content="wel come page">
<meta nanme="dc.type" scheme="gctype" content="page de
bi envenue" >

4.5.6.4 Resource with multiple <dc.type> element terms
The Type element is repeated for each individual term.

<meta name="dc.type" scheme="gctype" content="educati onal
material ">

<meta name="dc.type" scheme="gctype" content="geospati al
material ">
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Appendix A: Chart of Dublin Core M etadata Elements

Element Requirement Scheme (or convention)
<dc.creator> Mandatory Titles of Federd
Organizations and GEDS
<dc.date.created> Mandatory YYYY-MM-DD
<dc.date.modified> Mandatory (if content changed YYYY-MM-DD
substantially)
<dc.language> Mandatory SO 639-2
<dc.subject> Mandatory gccore
<dc.title> Mandatory N/A
<dc.audience> Optional gcaudience
<dc.coverage.spatial> Optional gcgeonames
<dc.description> Optional N/A
<dc.format> Optional gcformat
<dc.type> Optional gctype
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Appendix B: Key Considerations for Metadata Managers

M etadata managers should be aware that there are important considerations in the creation and
maintenance of metadata for departments or agencies.

A checklist of these considerations is provided below, followed by suggested priorities for
metadata devel opment.

Checklist for metadata managers

v" Keep up to date with key federal information management policies and programs,
particularly those relating to metadata. Important resources include:

Common Look and Feel (CLF)

CLF for the Internet — Navigation and Format, Sandard 6.3, Metatags
(http://www.cio-dpi.gc.calclf-nsi/inter/inter-06-03_e.asp).

CLF for the Internet — Official Languages, Standard 7.8, Metatag Languages
(http://www.cio-dpi.gc.ca/clf-nsi/inter/inter-07-08 _e.asp)

Government On-Line Metadata Working Group

The Government On-Line Metadata Working Group (http://www.cio-dpi.gc.calim-
gi/mwg-gtm/intro_e.asp) is composed of representatives from 28 departments and
agencies. It meets monthly to advise Treasury Board Secretariat (TBS) on metadata
issues. Sub-groups devel op guidance for specific applications and elements. Contact
the Information Management Division of the Treasury Board Secretariat (im-gi @tbs-
sct.ge.ca) with any questions concerning representation on the Working Group

Information Management Resource Centre (IMRC)

IMRC — Metadata (http://www.cio-dpi.gc.ca/im-gi/meta/meta e.asp)

IMRC — Government of Canada Metadata Guidance (http://www.cio-dpi.gc.ca/im-
gi/meta/meta-cdn e.asp)

IMRC Common Look and Feel Metadata Standard Definitions and HTML Examples
(http://www.cio-dpi.gc.cal/im-gi/metal/clf-nsi-meta/clf-nsi-meta e.asp)

IMRC - Government of Canada Metadata Framework (http://www.cio-dpi.gc.calim-
gi/meta/frame-cadre e.asp).

IMRC — Information Management Glossary (http://www.cio-dpi.gc.calim-
gi/glossary/glossary _e.asp)

IMRC — Framework for the Management of Information in the Government of
Canada (http://www.cio-dpi.gc.ca/im-gi/fmi-cgi/fmi-cgi_e.asp)
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Library and Archives Canada — Controlled Vocabularies and Thesauri

Thesauri and Controlled Vocabularies (http://www.coll ectionscanada.ca/8/4/r4-280-
e.html).

Implementing a Controlled Vocabulary on Government of Canada Web Stes
(http://www.collectionscanada.ca/8/4/r4-294-e.html).

Canadian Government-maintained Controlled Vocabularies and Thesauri
(http://www.col |l ectionscanada.ca/8/4/r4-281-e.html). Contains vocabul aries for
Audience, Coverage, Subject, and Type.

Registering a Sandardized Vocabulary (http://www.collectionscanada.ca/8/4/r4-293-
e.html).

Management of Government Information

Policy on the Management of Government Information (http://www.tbs-
sct.gc.ca/pubs _pol/ciopubs/TB_GIH/mgih-grdg_e.asp).

Treasury Board Information Management Standard (TBITS)

TBITS39: Treasury Board Information Management Standard, Part 1. Government
On-Line Metadata Standard (http://www.cio-dpi.gc.calits-
nit/standards/tbits39/crit391 e.asp)

TBITS 39: Treasury Board Information Management Standard, Part 2: Controlled
Vocabulary Sandard (http://www.cio-dpi.gc.calits-
nit/standards/tbits39/crit392_e.asp)

v Ensure that metadata creation, quality verification and maintenance are integral parts of the
information management policies and priorities of the department or agency.

v Identify and establish an informal network of specialists within and outside the department or
agency to facilitate information sharing and mutual support. These specialists include:

Departmental or agency representative on the GOL Metadata Working Group
Appropriate members of the IM and IT Divisions

Departmental or agency Information Resource Centre or Library

The Metadata Coordinator at Library and Archives Canada

The Information Management Division of the Treasury Board Secretariat

v Ensure that the metadata effort within the organization has adequate resources for staff,
training, equipment, etc.
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v Establish aclear workflow that addresses whether metadata developers will provide some or
all of the required metadata content, and how metadata development will be tracked, verified
and updated.

v’ Establish and thoroughly document organizational priorities for metadata devel opment.
Priorities for metadata development

Departments and agencies are responsible for determining how much metadatais to be added to
Web resources. However, to be compliant with Common Look and Feel Standard 6.3, all
Government of Canada Web resources must include, as an absolute minimum, the five

mandatory Common Look and Feel metadata elements.

According to TBITS 39.1 (http://www.cio-dpi.gc.calits-nit/standards/tbits39/crit391_e.asp), the
five mandatory Dublin Core elements must be applied to the following kinds of pages.

= Welcome pages and Home pages (the maor entry point to an institution or an
organizational unit of an institution that is likely to be perceived by the public as a
distinct entity);

» Topics/servicesin high demand by the community served by the institution (high-demand
services can be selected on the basis of statistics or by a subjective determination of
which documents have the greatest potential public interest);

= Information required by the public to understand their entitlements to government
assistance or obligations;

» Pagesthat provide an actual on-line service to the public (such as payment forms and
application forms);

» Pagesrequired to meet a prescribed legal or service obligation by the institution;

» Entry points to specific on-line services and indexes (e.g. an entry point to alegal
database);

» Magor formal publications (e.g. annual reports, corporate strategic plans, public policy
and accountability documents, etc);

* Mediareleases;

=  Major entry points or indexes and menus to arange of closely related topics, programs or
policies;

» Information about agency powers affecting the public, and manuals and other documents
used in decision making that affects the public; and

»  Substantial descriptive or marketing information about institutions, their services,
activities and collections.

Departments and agencies are responsible for determining if the mandatory elements should
be applied to pages other than those listed above and if optional Dublin Core or other
metadata elements should be used as well.

Questions on metadata i mplementation issues can be directed to the Information
Management Division, Treasury Board Secretariat (im-gi @tbs-sct.gc.ca)
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Appendix C: Optionsfor Linking Metadata to Web Pages

When the content of all five required Dublin Core metadata elements has been determined and
approved, it is added to the source code of the Web page it describes. An example of the source
code appearsin Appendix D. The required elements have been highlighted in bold face.

This source code may reside on the server, filed permanently alongside the HTML code for the
Web page content, or it may reside in a separate file that is called into service only when the
Web page is displayed or when a search tool initiates a search. These two approaches to
metadata incorporation are called static and dynamic, respectively.

The static method involves coding the metadata directly into the Web page. There are severa
ways to do this. The range of options includes:

» Typing the metadata directly into the source of the Web page using a ssimple plain-text
editor such as Notepad.

» Typing the metadata into atemplate and then using the cut-and-paste functions to transfer
the metadata into the source code of the appropriate Web page.

* |nputting the metadatainto aWY SIWY G (What Y ou See Is What Y ou Get) editor such
as Front Page or Dreamweaver.

M etadata practitioners should consult their department's Information Technology (1T) section for
options.

Departments that store metadata separately from the HTML content source code of the Web page
and append it dynamically when the page is displayed will need to maintain a database or other
external file system for this purpose.

For further guidance, consult your IT section.
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Appendix D: Sample M etadata Sour ce Code

The following is an example of how required and optional metadata elements would appear in
the HTML source code for an English sub-site of Health Canada. Required elements have been
highlighted in bold face.

<link rel ="schenma.dc" href="http://purl.org/dc/elements/1.1/">

<link rel ="schema.dcterns" href="http://purl.org/dc/terns/">

<meta nanme="dc.title" content="Conferences - eHealth Resource Centre">
<met a nanme="dc.creator" content="Covernnent of Canada, Health Canada,
Ofice of Health and the Information H ghway (OH H)">

<met a name="dc. | anguage" schenme="1S0639-2" content="eng">

<met a nanme="dc. dat e. creat ed" content="2000-00-00">

<met a name="dc. dat e. nodi fi ed" content="2003-03-17">

<meta nanme="dc. subj ect"” schene="gcicth" content="Health care; Information
and conmuni cati ons technol ogi es; Tel ehealth; Health informatics;

Dat abases" >

<met a name="dc. subj ect" scheme="gccore" content="Conferences; Health
care; Databases; Meetings">

<met a name="dct er ns. audi ence" schene="gcaudi ence" content="educators">
<met a name="dc. coverage. spatial" schene="gcgeonane" content="Ontario">
<meta name="dc. description" content="Links to information and
comuni cati ons technol ogies in health, conferences, tradeshows, and
wor kshops" >

<meta name="description" content="Links to informati on and conmmuni cati ons
technol ogies in health, conferences, tradeshows, and wor kshops">

<meta name="dc.type" scheme="gctype" content="resource |ist">

<met a nanme="keywor ds" content="conferences, health care, healthcare,
informati on and communi cati ons technol ogi es, information and

comuni cations technol ogy, ICT, ICTs, telehealth, health informatics
dat abases, neetings, e-health, ehealth">

<title>Conferences - eHealth Resource Centre</title>
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