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Additions and changes since the last edition

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

» Thetarget audience for the Guide has been refocussed to metadata devel opers who possess a
basic knowledge of metadata.

» Examples, organization names, and URLSs have been updated.

» Guidancefor thedc. cr eat or element has been expanded to include personal names and
non-federal organizations.

» Government of Canada interpretations have been added to the element definitions for
dc. subj ect,dc. fornmat anddc. t ype.

» Guidancefor thedc. cover age element has been revised.
» Two new sections (based, in part, on subsections in previous editions) have been added:

“Controlled vocabularies’ (section 2.3); and
“Keywords’ (section 4.6).

Note: This edition of the Guide reflects aversion of Dublin Core syntax that is being updated.
Future editions will reflect these updates as they become more fully documented.
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Chapter 1: Introduction

The Government of Canada Metadata Implementation Guide for Web Resourcesis intended for
metadata devel opers responsible for creating and maintaining the metadata mandated by the
Common Look and Feel for the Internet (http://www.ths-sct.gc.ca/clf-nsi/index_e.asp), a
Treasury Board standard implemented government-wide in 2000. Readers of this Guide should
have a basic knowledge of metadata.

The metadata requirements, found in Standard 6.3 of the Common Look and Feel for the Internet
(http://www.tbs-sct.gc.calclf-nsi/inter/inter-06-03_e.asp), make it mandatory for federal Web
sites to include descriptive metadata about the content of Web resources. A Web resourceis
defined as a single Web page, a document (consisting of multiple Web pages), a digitized image,
asound file, or an animation, such as amovie. The official deadline for implementing Standard
6.3 for external Web sites was December 31, 2002. The metadata requirements remain in effect.

This edition of the Government of Canada Metadata | mplementation Guide for Web Resources
was prepared by the Training Sub-group of the Government On-Line Working Group
(http://www.ths-sct.gc.calim-gi/mwg-gtm/ts-sf/intro_e.asp). Comments on the Guide and
suggestions for improvements are welcome and should be directed to the Chair of the Training
Sub-group, care of im-gi @tbs-sct.gc.ca.

Chapter 1, the introduction to this edition, explains what metadata is and why it isimportant. It
sets out the metadata elements that department or agency Web sites are expected to include in
order to comply with Common Look and Feel (CLF) Standard 6.3.

Chapters 2, 3, and 4 offer practical assistance for creating metadata content for federal
government Web resources in accordance with Treasury Board 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 HTML examples of how and
where to insert required source code into a Web document.

The appendices to this Guide include a list of Web resources on metadata policies and practices
and an example of metadata source codein HTML.

The Guide will be updated with new or revised information as often asis necessary. For
information on the status of updates, contact the Chair of the Training Sub-group, care of
im-gi @tbs-sct.gc.ca.
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1.1 The Government of Canada Metadata Framework

The Government of Canada Metadata Framework
(http://www.ths-sct.gc.calim-gi/metalframe-cadre_e.asp) establishes a strategy for the
development of metadata within federal departments or agencies.

Treasury Board has adopted the Dublin Core metadata standard. This standard was created and is
maintained by the Dublin Core Metadata I nitiative (http://dublincore.org). The Framework

shows the relationship between the Dublin Core standard and other extensions for specific
subject domains or purposes (e.g. records management, portal content management, and
domain-specific metadata, such as e-learning).

The five mandatory CLF metadata elements (Title, Creator, Date, Language, and Subject)
constitute the base of the Framework. These elements are expressed using the Dublin Core
grammar and must be used by departments and agencies to describe their Web resources.

The Framework is under revision and will beincluded in its new form in the upcoming 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 allow for an informed decision about whether to buy or open it.
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A typical label for atin can of baked beans might consist of the following information:

title: Baked Beans
creator: ABC Co
ingredients: baked beans, distilled water, salt, ascorbic acid
date of manufacture: 2006-12-30
creator
description
Mutrition Facts
Per 126 mL (87 )
Amount o Daly Vs
calorlas 80
Fal GG g 15
Sallrakad 0 g oo
+ Trars 0 ]
Chokaleml 0 mg
Sodiurm O T 2
Carbolydrate 181 CE?
FhE2g CE2
BRars 2 g
Proteln 30
WiEminAa 2% WilEmns 10 5%
Calcum 0% I 2%

L7 0m X &5 om = 305 cm?

The label could also contain additional information, from alergy 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.

The Treasury Board' s metadata standards are analogous to Canadian product |abelling
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 search engine.

Government of Canada Metadata Implementation Guide for Web Resources




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.g. title, subject). Search results are therefore fewer and more focussed.

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

To facilitate the management of Web resources and accurate information retrieval, every Web
resource should have a unique set of metadata describing the content of the resource. No two
Web resources on a particular Web site should contain exactly the same metadata.

For federal departments and agencies, 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.

» Sharing and exchanging information between federal organizations and their partners.
Metadata is increasingly being used by clusters and gateways to identify appropriate content.

» Theinternal information management needs of federal organizations.
Metadata is used for managing records, documents, and content for Web sites as well asfor
information created and used by programs and services.

1.4 Why a common standard?

Adopting a common standard ensures that metadata on federal Web sites will be co-ordinated
and client-focussed. In the context of the Government of Canada, a single standard makes it
possible for Canadian citizens and federal employees to search the gc.ca domain for Web
information without needing to know which 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.
Moreover, a standard permits efficient migration of information from one application or search
system to another. The ability of systemsto communicate with other applications, search tools,
systems, etc., is known as interoperability.

4th Edition, October 2005




1.5 Mandatory Dublin Core elements

In CLF 6.3 (http://www.tbs-sct.gc.calclf-nsi/inter/inter-06-03_e.asp), Treasury Board mandates
the use of five elements for description of federal Web resources. These five mandatory elements
are Title, Creator, Date, Language and Subject.

In TBITS 39.1 (http://www.tbs-sct.gc.calits-nit/standards/thits39/crit391_e.asp), Treasury Board
adopted the international Dublin Core metadata standard for use across the federal government.
Of the 15 Dublin Core metadata elements, 5 are required by CLF.

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 element 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 Treasury
Board of Canada, Secretariat (the 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 elementsin resource
descriptions.

The five mandatory elements are briefly described below. Detailed guidance for each element is
found in Chapter 3, “ Elements Required under the Common Look and Feel” and in Common
Look and Feel Metadata Standard Definitions and HTML Examples
(http://www.ths-sct.gc.calim-gi/metalclf-nsi-meta/clf-nsi-meta_e.asp).

Title
Title specifies the title given to aresource.
Creator

Creator specifies the name of the organization(s) or person(s) responsible for the intellectual
content of the resource.

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.

Government of Canada Metadata Implementation Guide for Web Resources
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Language
Language indicates the language of the resource.
Subject

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

1.6 Optional Dublin Core elements

Five optional Dublin Core metadata elements (Audience, Coverage, Description, Format, Type)
are briefly described below. Detailed guidance on their use in federal Web sitesisfound in
Chapter 4, “Optional Elements.”

Other optional Dublin Core elements exist. For guidance on the use of these elements, contact
the Secretariat’ s Information Management Strategies Division (im-gi @tbs-sct.gc.ca).

Audience

Audience indicates for whom the resource is intended or useful. Values must be chosen from a
registered controlled vocabulary.

Coverage

Coverage indicates the extent or scope of the content of the resource. For federal Web sites,
Coverage has been defined only in relation to geographic location. Vaues must be chosen from a
registered 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

Type indicates the nature or genre of the content of the resource. VValues must be chosen from a
registered controlled vocabulary.
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1.7 HTML keywords Metatag

The HTML keywor ds metatag contains additional words and phrases to serve as access points
for search engines. Further guidance can be found in Chapter 4, “ Optional Elements.”

1.8 Keeping abreast of Government of Canada metadata policies
and developments

For the most up-to-date information, visit the Information Management Resource Centre
(http://www.ths-sct.gc.calim-gi) Web site and click the link to the metadata page. The
Information Management Resource Centre is a single-window source to information on metadata
developments relevant to federal government Web sites.

See also Appendix A, “Web Resources on Government of Canada Metadata Policies and
Practices.”

1.9 Further assistance for metadata managers

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

If your department or agency is not represented on the Working Group, contact the Secretariat’s
Information Management Strategies Division for advice on becoming represented
(im-gi @tbs-sct.gc.ca).

Government of Canada Metadata Implementation Guide for Web Resources
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Chapter 2: Guidance for Metadata Developers

This chapter contains an introduction to metadata elements, provides guidance applicable to al
elements, and explains the crucial role of controlled vocabularies in populating metadata
elements.

2.1 General guidance

Although Standard 6.3 of the CLF (http://www.tbs-sct.gc.calclf-nsi/inter/inter-06-03_e.asp)
mandates the use of five metadata elements, a given department or agency may require alarger
element set. This set may include optional Dublin Core elements, elements from other metadata
standards, or locally defined elements.

Tools and procedures used to popul ate 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 ook like this:

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

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

<meta name="dc.date.created" content="xyz">

<meta name="dc.date.modified" content="xyz">

<meta name="dc.language" scheme="ISO639-2" content="xyz">
<meta name="dc.subject” scheme="gccore” content="xyz">

where xyz represents the metadata val ue.

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

When a Web page contains text in more than one language, elements are repeated to show
multiple instances of the element, one for each language. It is unnecessary to repeat the Date
element because the content is a numeric value.

For some elements (Subject, Audience, Coverage, Format and Type), values must be selected
from registered controlled vocabularies, which are available on the Canadian Gover nment-
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maintained Controlled Vocabularies and Thesauri Web page on the Library and Archives
Canada Web site (http://www.collectionscanada.ca/8/4/r4-281-e.html).

211 Expressing metadata elements

This edition of the Guide provides only HTML examples. While XML and XHTML areused in
federal departments and agencies, there is currently no official Government of Canada guidance
on the use of these mark-up languages. Future editions will have more guidance on their use.

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.tbs-sct.gc.calim-gi/mwg-gtm/intro_e.asp). More information can also be found in
the following documents:

Guidelines for implementing Dublin Corein XML
(http://dublincore.org/documents/dc-xml-guidelines); and

Expressing Dublin Corein HTML/XHTML meta and link elements
(http://dublincore.org/documents/dcg-html/).

2.2 Guidance applicable to all metadata elements
221 HTML syntax

In HTML, al parts of the metadata information (except the valuesin the cont ent = attribute)
must appear exactly as shown in the examplesin this Guide, including upper and lower case,
angle brackets and quotation marks. Although the syntax appearsto bein English, it is actually
machine-readabl e code that must not be tranglated. Only text appearing in the cont ent =
attribute should be recorded in English, French, or another language, depending on the language
of the resource.

2.2.2 Useof thereference 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 using the Audience element, it may be necessary to use asecond | i nk. Please see
section 4.1 for guidance.

Government of Canada Metadata Implementation Guide for Web Resources
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For further information on the technical aspects of expressing Dublin Core, consult Expressing
Dublin Core in HTML/XHTML meta and link elements
(http://dublincore.org/documents/dcg-html/).

2.2.3 Useof upper and lower case

Dublin Core expressed in HTML (e.g. met a name=“dc.titl e”)isawaysinlower case.

Values may be alphanumeric characters (e.g. upper and lower case, numbers and symbols).
Values selected from registered controlled vocabularies, however, must be transcribed exactly as
they appear in the controlled vocabulary being used, including case and punctuation.

2.24 Updating metadata as resour ce content changes

The metadata for aresource is a description of the content of the resource. Whenever resource
content changes, metadata devel opers must ensure that metadata still describes the content
accurately.

2.3 Controlled vocabularies

This section is based on the Guide to the Devel opment and Maintenance of Controlled
Vocabularies in the Government of Canada.

2.3.1 What isacontrolled vocabulary?

The Controlled Vocabulary Sub-group of the Government On-Line (GOL) Metadata Working
Group (http://www.ths-sct.gc.calim-gi/mwg-gtm/cvsg-sgvc/intro_e.asp) has adopted the
following definition of a controlled vocabulary:

A list of standardized terminology, words or phrases, used for indexing or content
analysis and information retrieval usually in a defined information domain. Itis
characterized by consistent format, syntax and may include synonyms and
cross-references. In a controlled vocabulary, one of a set of possible terms representing a
concept can be used as the representative term for that concept. Consequently, all
resources about, or pertinent to, that particular concept, within abody of information
resources, can be indexed using this representative term.

Controlled vocabularies can apply to many different concepts, including the subjects, formats,
types or intended audiences of resources.

The above definition recognizes that controlled vocabularies are used by at least two distinct
types of users: first, by indexers, content analysts or metadata creators as analytical or descriptive
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tools; and second, by information users or information managers for retrieving or organizing
information.

2.3.2 Why arecontrolled vocabularies useful ?

Controlled vocabularies help metadata devel opers describe information resources in a consistent
manner. This consistency fosters two outcomes. First, it allows searchers of those resourcesto
find information efficiently. Second, it allows information managers to separate unlike
information resources and to collocate or bring together similar information resources.

The use of a controlled subject vocabulary can increase consistency of search resultsand isa
more efficient and precise way of searching than full text because it retrieves all resources—and
only those resources—that are about the subject being searched and that have been indexed with
the appropriate controlled vocabulary terms.

By contrast, full text searching, although valuable for some purposes, is imprecise and often
resultsin the retrieval of large amounts of unrelated information. Creators of information
resources do not always use the same terminology to identify concepts, topics or subjects that
searchers of resources in those areas use. For example, users looking for reports on the subject of
heart attacks might perform a search using the term heart attacks. A full text search of alarge
body of health-related Web resources could yield any resources containing that phrase,
regardless of the context in which that term is used. The term might have been used in passing in
an article about cancer or even as an interjection on atotally unrelated topic. The search would
not, however, retrieve a study on acute myocardial infarctionsif that study did not also contain
the words heart attacksin the text.

Government of Canada Metadata Implementation Guide for Web Resources
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2.3.3 Controlled vocabularies for metadata e ementsin federal Web sites

The following table shows Dublin Core metadata elements that require the use of registered
controlled vocabularies.

Element Name Obligation Sample Controlled Vocabularies

Subject Mandatory Government of Canada Core Subject Thesaurus
(http://www.thesaurus.gc.ca/)

Audience Optional Government of Canada Audience Scheme

(http://lwww.ths-sct.gc.ca/im-gi/mwg-gtm/aud-
aud/docs/2003/schemfinal/schemfinal_e.asp)

Coverage Optional Canadian Geographical Names Database
(http://geonames.nrcan.gc.cal/index_e.php)

Format Optional Government of Canada Format Scheme

(http://www.tbs-sct.gc.cal/im-gi/mwg-gtm/fmt-
fmt/docs/2003/schem_e.asp)

Type Optional Government of Canada Type Scheme

(http:/lwww.ths-sct.gc.ca/im-gi/mwg-gtm/typ-
typ/docs/2003/schem/schem_e.asp)

A controlled vocabulary that has been registered with Library and Archives Canada or the
Dublin Core Metadata I nitiative that has alabel for use as avaluefor scheme= isreferred to as
ascheme.

An organization may wish to adapt an existing scheme or develop alocal scheme to achieve a
more precise description for local indexing and retrieval needs. For further information on these
processes, consult the Guide to the Devel opment and Maintenance of Controlled Vocabulariesin
the Government of Canada. Any locally developed schemes must be registered with Library and
Archives Canada. Contact the Secretariat’ s Information Management Strategies Division at

im-gi @tbs-sct.gc.cafor assistance in developing local schemes.

2.3.4 Language equivalents

For resources that are available in both official languages, terms from registered English
controlled vocabulary 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 it is more challenging when selecting from one list in one official language and
from adifferent list for the other. Until formal guidance is available, contact the Secretariat’s
Information Management Strategies Division at im-gi @tbs-sct.gc.cafor advice.
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2.3.5 Government-maintained controlled vocabularies and thesauri

Library and Archives Canada maintains aregistry of authorized schemes at
http://www.collectionscanada.ca/8/4/r4-281-e.html. Authorized vocabularies are available for the
Audience, Coverage, Format, Subject, and Type elements.

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.

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 useindc. subj ect ) in
the Coverage element. Only values from schemes registered for use in Coverage should be used
as content for that element.

Because schemes are linked to their elements, misuse negatively affects the reliability of search
results and defeats the purpose of using metadata.

Government of Canada Metadata Implementation Guide for Web Resources
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Chapter 3: Elements Required under the Common Look

and Feel

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

3.1 Title
3.1.1 Definition

A name given to the resource.

3.12 Usage

The Title element is expressed as follows:

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

where abc is the title of the resource.

3.1.3 Guidance

Thetitle is taken from the authoritative source. For Web resources, thisis the resource itsalf.
A title should convey the content of the resource as succinctly as possible.

For bilingual Web pages (i.e. welcome or splash pages), two separate instancesof dc. titl e
must be used: one containing the English title and one containing the French.

3.14 Values

To ensure that users can properly identify and understand titles as displayed in the Web resource
aswell asin search results, each page on an individual Web site must have a uniquetitle. The
content of thedc. tit| e vaueandtheHTML ti t | e element should be identical, except in
title metadata for bilingual welcome pages (see section 3.1.6.4 for examples).

Authors or Web resource creators should refer to the guidance on assigning document titles
found the “Microcontent” section of the Government of Canada Internet Guide
(http://www.ths-sct.gc.calig-gi/i-mo/bs-cs/bs-cs2_e.asp - b11).
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To determine the content for dc. ti t | e, metadata developers should follow these steps:

1.

Determinethe HTML ti t | e element content and use this same content to populate
dc.title.TheHTML ti t| e element can be found in the coded version of a page by
selecting View > Sourcein Internet Explorer or View > Page Source in Netscape. (Internet
Explorer and Netscape are the most commonly used browsersin federal departments and
agencies.)

Depending on departmental or agency policy, enhancedc. ti t | e content if the HTML
titl eisnot sufficiently informative. For example,an HTML ti t | e such as“About Us’
or “Home Page” may be enhanced to provide context: “ About Us—Name of Department” or
“Home Page—Name of Department.”

Deviseatitlefordc. ti t| e if aWeb page doesnot havean HTML ti t | e. When devising
titles, identify prominent wording found at the top of a Web page, either in text or in atitle
graphic, and use thiswording as content for dc. ti t | e. Again, depending on departmental
or agency policy, prominent wording may be enhanced to provide context.

3.1.5 Other considerations

HTML 4.01 Specifications (www.w3.o0rg/TR/html401) stipulates that every HTML document
havean HTML ti t | e element.

Departments and agencies should devel op processes to ensure that no two pages have identical
titles.

Examples

The following examples are for illustrative purposes only and do not necessarily represent actual
Government of Canada Web pages.
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3.1.6.1 HTML titleassourcefor thetitle of the Web page

http://www.space.gc.calasc/eng/default.asp

3 CSA - Home Page of Canadian Space Agency - Microsoft Internet Explorer provided by Fl'ri,.e_"_T : = |5’ |5|
File Edit ¥ew Favorites Tools  Help | Links >* ;'g
Canadian Space  Agence spatiale Bl |
I * I Agency canadianna C&I’lada
T T B T T e T S E T S I I T T
[ __Frangais | Lomtactus | Help |  oearch | Lanadd site |
Home About CSA Image Gallery Careers Resources

= - o
Audiancas 9

What's New? B

Media i i _ Eaith
‘KidSpace j { §
‘Educators A
Industry . I, To promote the peaceful use
|

-Seientific community and development of space

Aerospace i
Medicine Elective
L
5 .M Space Science
feature articles! I

IN THE NEWS

HEWS RELEASE nnnouncgme_nts of
Opportunity

H : i S June 13, 2005 Scholarships and i
| AP OGEE | BLAST, & balloon-horne telescope, fies from Sweden to Canada Fellowships I

Proactive Disclosure

Launched in Kiruna, Sveden, on June 11, BLAST iz expected to fly for six

days before reaching Inuvik, on the Beaufort Sea in northern Canada. EREUCoH

Image

Chapman Florida
pace Centre Laborator

& SPFCIAL FUFHTS T
|@ {1 item remaining) Downloading picture htkp: g, espace.ge.cafasclimgfincludes/bt_propos_e.gif... |G Internet

The content of the HTML ti t | e—*CSA —Home Page of Canadian Space Agency” (found in

the coloured bar at the top of the browser screen)—may be used to populatedc. titl e.

Expressed in HTML asfollows:

<meta name="dc.title" content="CSA — Home Page of Canadian Space Agency">
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3.1.6.2 HTML ti t| e containsinsufficient information

http://www.tbs-sct.gc.ca/audience/cdn_e.asp

3 Canadians - Microsoft Internet Explorer = |5’ |_>§]
Fle Edit ¥ew Favorites Tools  Help | Links >* | ;’,"
Treasury Board of Canada Secrétatlal du Conseil du Trésor =S =
I*I Secret; anfml du Canada Canad
mrm_m
Information for Canadians
President of the This page provides guick access to information of Highlights
Treasury Board interestto Canadians. These selections do not cover = .
4 everything on the TBS site. If you are searching for a ng
22.2':2{29"“"" specific document or topic that does not appear an this n the t
W_ page, please use the search endine or navigate by topic, gemen
Information for: activity or organization. 4R
Employees
- -CIOB Web Site M
g‘:::;‘:‘:;taﬂans Key Documents and Information e
Media -Coming into force of
Canadians = About TEIS PSLRA
= 5 2 {Labour Relations
Mavigate by: = Cahada's Petfarmance 2004 i Tt
A-Z Index = |nfo Source =
Activity
Organization = Repars
Quick Links to: = Results for Canadians
Policies
Collective Agreements R elated TBS Services _ _
Rates of Pay Public Service
Modernization
Reports, » Access tonformation and Privacy Portal
Forms = Contract Management
Proactive Disclosure m Estitnates : o LI
[&] |_|_|_|° Trusted sites

TheHTMLtitl e “Canadians’ provides little context. Depending on departmental or agency
policy, it may be necessary to enhancement the HTML ti t | e using the graphical title. The
content of dc. ti t | e may be enhanced with the organization name: “Treasury Board of Canada
Secretariat — Information for Canadians’.

Expressed in HTML asfollows:

<meta name="dc.title" content="Treasury Board of Canada Secretariat —
Information for Canadians">
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3.1.6.3 NOHTML titl e available
http://www.vsi-isbc.ca/leng/policy/background.cfm

; Microsoft Internet Explorer _|E’|£|
Fil=  Edit “iew Favarites Tools  Help Links **

Voluntary Sector Initiative

Partnering for the Benefit of Canadians

Frangais | Home | VWhat's New | Sitemap

Site Search S
Policy Development
About the ¥51

P ———— Background Information
Relationship
Funding /Financing The Capacity Joint Table

- The Capacity Joint Table {CIT) was established to improve 1 Feedback |
Policy Development understanding of the challenges facing the sector and to develop
Ifonnaten Management,-" ways of str_'engthening_the se!:tor"s ahility to et the u:ie_rnands
Information Technology placed on it by Canadian society, The Table's first meeting was held

in October 2000; members represented federal government departments and woluntary

Regulations organizations,

Sector Identity
The Policy Internships and Fellowships {PIAF) Committee

Working & Volunteering A committee of government and vaoluntary sector members was struck to provide averall
co-ordination for the PIAF Pilot Project, including advice on the development,

Research On The Sector implementation, and evaluation of the project,

V5T Reports

The Advocacy Working Group

Contact Us The Advocacy Working Group (AWG) was a voluntary sector-only working group. The
AWS worked to ensure that advocacy is fully recognized and supported, within the
voluntary sector and outside of it, Its focus was to create the legal, financial and

This site usss PDF files, regulatory framewaork necessary to support the advocacy work of the voluntary sector.

Adobe Acrobat Reader

software iz required for

viewing, Click the image to

i § %

NN NGRS

@ l_ l_ l_ |4 mkernet

The source code for this page does not containan HTML ti t | e. Thecontentfordc. titl e
should be taken from prominent wording found at the top of a Web page, either in text or in a
title graphic.

Depending on departmental or agency policy, the content of dc. ti t | e could be “Voluntary
Sector Initiative — Policy Development”.

Expressed in HTML asfollows:

<meta name="dc.title" content="Voluntary Sectory Initiative — Policy
Development">
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3.1.6.4 Bilingual “Welcome” page

http://www.lac-bac.gc.cal

/3 welcome to the LIBRARY AND ARCHIYES CANADA website / Bienvenue au site Web BIBLIOTHEQUE E ficrosofl =&l
Fle Edit ¥ew Favorites Tools  Help | Links >* -"\."‘ |
I*I (I.ilgmgaand Archives gg:lloél;éque at Archives ;l

na na
oo Ancves Cava
Biouoreigue e7 Ancves (. 4
=z Canad
Importart Motices Auwis importants
i)
|&] Done l_ l_ l_ | nternet

TheHTML ti t | e indicatesthat thetitle of the pageis“Welcometo the LIBRARY AND
ARCHIVES CANADA website/ Bienvenue au site Web BIBLIOTHEQUE ET ARCHIVES
CANADA”. Thecontentof dc. titl eis

English title: Welcometo the LIBRARY AND ARCHIVES CANADA website
French title: Bienvenue au site Web BIBLIOTHEQUE ET ARCHIVES CANADA

Expressed in HTML asfollows:

<meta name="dc.title" content="Welcome to the LIBRARY AND ARCHIVES
CANADA website">

<meta name="dc.title" content="Bienvenue au site Web BIBLIOTHEQUE ET
ARCHIVES CANADA">
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3.2 Creator
3.2.1 Definition

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

3.21.1 Government of Canada constraint

At aminimum, the Creator element must include the department or agency responsible for the
content of the information resource. The Creator element may be repeated for names of
non-federal organizations that also have responsibility for content of federal resources.

322 Usage
The Creator element is expressed as follows:

<meta name="dc.creator" content="abc">

where abc is the name of the responsible department, agency or non-federal organization.

3.2.3 Guidance

3.23.1 General guidance

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-federal organizations (e.g. provincial, territorial or municipal government departments,
private sector businesses, not-for-profit groups) are responsible for the resource.

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

3.2.3.1.1 Abbreviations, acronymsand initialisms
Abbreviations for organizational components should not be used (e.g. “ Atomic Energy of
Canada Limited” should be used, not “AECL”).

3.2.3.1.2 Changesof 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.
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3.2.3.1.3 Organizational hierarchies
Local metadata policy should include guidance on the level of organizational detail to be used
when expressing dc. cr eat or .

While use of the department 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 indc. cr eat or at al if the parent
organization alone were used.

For example, the Geological Survey of Canadais part of Natural Resources Canada and would
not appear indc. cr eat or if “Government of Canada, Natural Resources Canada” alone were
used. The following hierarchical structure includes the Geological Survey of Canada and shows
hierarchical relationship to the parent organization.

<meta hame="dc.creator" content="Government of Canada, Natural
Resources Canada, Earth Sciences Sector, Geological Survey of Canada">

3.2.3.2 Federal departmentsor agencies
All department or agency names must be preceded by “ Government of Canada” followed by the
department or agency name (e.g. Government of Canada, Natural Resources Canada).

For English-only Web resources, use the following:

<meta name="dc.creator" content="Government of Canada, ddd">

For French-only Web resources, use the following:

<meta name="dc.creator" content="Gouvernement du Canada, ddd">

where ddd represents either the name of the department or agency or the full bureaucratic
hierarchy of the responsible organizationa unit.

On bilingual pages, repeat the element for a department or agency in English and in French.
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Examples of federal Web pages are provided in section 3.2.4.

3.2.3.2.1 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
department or agency names must be used.

For department or agency names, the current form of name can be found in the Treasury Board
of Canada Secretariat Titles of Federal Organizations
(http://www.ths-sct.gc.calpubs_pol/sipubs/tb_fip/titlesoffedorg_e.asp).

Thisinformation is also available in French as Titres des organismes fédéraux
(http://www.ths-sct.gc.calpubs_pol/sipubs/tb_fip/titlesoffedorg_f.asp).

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

3.2.3.3 Provincial, territorial and municipal gover nment departments

An authorized source of terminology for provincial, territorial and municipal government
departments has not yet been designated. To formulate names, specify the full bureaucratic
hierarchy of the organizational unit that created and maintains the information resource. Begin
with “ Government of ‘name of province or territory’” followed by the department or ministry
name, the next major organizational division and any minor organizational division(s). At a
minimum, use the name of the province or territory and the name of the next largest
organizational unit, usually the department or ministry.

Examples:

<meta hame="dc.creator" content="Government of New Brunswick; Training
and Employment Development">

<meta name="dc.creator" content="Government of Yukon; Department of
Highways and Public Works">
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<meta name="dc.creator" content="Gouvernement du Québec, Ministére de
I'Industrie et du Commerce">

For municipalities, use the form of name given on the home page to name the jurisdiction (such
asthe city, town, or municipality) followed by the jurisdictional name with the name of the
province enclosed in parentheses. End with the name of the unit responsible for the content.

Example:

<meta hame="dc.creator" content="Municipality of Orillia (Ontario);
Department of Traffic">

3.2.3.4 Non-government organizations
Non-government organizations responsible for the creation of an information resource may
include associations, banks, unions, private sector businesses, and not-for-profit groups.

An authorized source of terminology for non-government organizations has not yet been
designated. To formulate names, specify a hierarchy, starting with the largest unit, if this
information is provided and obvious on the resource.

Example:

<meta hame="dc.creator" content="Standards Council of Canada; Advisory
Committee on Trade">

3.2.3.5 Per sonal names

An authorized source of terminology for individuals personally responsible for the authorship of

an information resource has not yet been designated. To express a personal name, begin with the
surname, followed by a comma, a space, and then add the first part of the name (e.g. initials, first
and middle names) as they appear on the information resource.
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Example:

<meta name="dc.creator" content="Roy-Martin, Marie P.">

3.24 Government of Canada examples

The following examples are for illustrative purposes only and do not necessarily represent actual
Government of Canada Web pages.
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3.2.4.1 For aresourcein English

http://www.nrcan-rncan.gc.calinter/index_e.html

/2 Home: Natural Resources Canada - Microsoft Internet Explorer provided by Fin,.-"TBS'_-_SI'_'T _1&8 x|
File Edit “iew Favarites Tools Help | Links ** ."."‘
Matural Resources  Ressources naturelies - 3 L
B+l Canada Canada
Canada Site
Home About Subject NRCan Products
Us Listing Subsites and Services
. CANADA'S NATURAL RESOURCES
NOW AND FOR THE FUTURE
Welcome to Where Your
Tax Dollar
Natural Resources Canada Goes
What's New b,
Career Opportunities Matural Resources Canada (NRCan) plays a
pivotal role in helping shape the important ||
News Room contributions of the natural resources sectar to
Directory of People the_Canachan sconomy, society and
i erwirnment. This sector—farests, energy,
Niteratonal Aotiies minerals and metals, and landmass, as well as
related industries—is one of the most
NRCat's Kids' productive, high-tech sectors in the global
Site ‘,‘,’ BCONOmy. o —— |
=
Latest News NATURAL
hous
2005-06-13 - Public Service: Longest-Serving — ey
Employes Fecognized for B0 ¥ears of Work R — LI
[&] l_l_l_lﬂ Internet

The responsible entity is Natural Resources Canada.
The content of dc. cr eat or is“Government of Canada, Natural Resources Canada’.

Expressed in HTML asfollows:

<meta name="dc.creator" content="Government of Canada, Natural
Resources Canada™>
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http://gsc.nrcan.gc.calindex_e.php

a GS5C :: Geological Survey of Canada - Microsoft Internet Explorer provided by Fin,.-"TBE—"Sl_ff ;[ilil
File Edit  Wiew Favortes  Tools  Help | Links ** | |’f
Matural Resources  Ressources naturelies C, . d'," I
I* I Canada Canada d:nd d

[Frangais ____[Contactus __ [Help ____ [Search ___|Canadasite |
Products & About the
SErvices Sector

Earth Sciences Sector

g s T 0 I et T -

a [
3 25 T - Geological Survey of Canada |

Hatural Resources Canada

Earth Sciences Sector > Geological Survey of Canada
GRNAD
e

Geological Survey of Canada ]

gg “‘#- % \
2 ,,é'é? The Geological Survey of Canada is a part of the

T [t 5 Earth Sciences Sector of Natural Resources
¥ - comn!

Canada.
Geological Survey of

Canada

The GSC is Canada's premier agency for geoscientific

i N
Geological Survey of information and research, with world-class experise Figture of the day
Canada focusing on geoscience surveys, sustainable development of Canada's

» Home resources, environmental protection, and technology innovation.
» GSC locations
» Organization chart e
» About the GSC » The GSC has a new structure
:Tﬁggg?ﬂo Stone » HNatural Resources Canada responds to South-East
Unturned Asian earthquake and tsunami crisis

« Sir William Logan
e — ;|
|@ Do I_l_l_ls Internet

The responsible entity is the Geological Survey of Canada, a subdivision of Natural Resources
Canada

The content of dc. cr eat or 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 Canada to be an independent entity.

Expressed in HTML asfollows:

<meta name="dc.creator" content="Government of Canada, Natural
Resources Canada, Earth Sciences Sector, Geological Survey of Canada">
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3.2.4.2 For aresourcein French

http://www.nrcan.gc.calinter/index_f.html

3 Accueil : Ressources naturelles Canada - Microsoft Internet Explorer provided by Fin_:""l'B'S":—i

_l=] x|
Fle Edit ¥ew Favorites Tools  Help | Links >* -"\."
Ressources naturelles  Natural Resources = E L
I*I Canada Canada Cdnddd
English Contactez-nous| Aide Recherche
Accueil A propos Liste de Sous-sites Produits et
de nous A ES de RNCan services
I LES RESSOURCES NATURELLES DU CANADA
POUR AUJOURD'HUI ET POUR DEMAIN
— "% Bienvenue a A quoi servent
: Ressources naturelles Canada e '”'PL:‘Q
Ressources naturelles Canada (RMCan) joue un
CATEorS riile pivot en ce gqui concerne les contributions | |
importantes du secteur des ressources
; naturelles & I'économie, & la société et 4
Annuaire du personnel et du C da. C ;
s skt en\tlronnementﬂ U Canada. Ce se_ctn?ur, Ui
Activites englobe les foréts, I'énergie, les minéraux et les
bl s atas métaux, et les industries connexes, est I'un des s R
Ciin fasiassn " secteurs de hsiu‘.lte tech_nolugie_les plus =
de RNChat "i productifs de I'économie mondiale. skl
b 4
Derniéres nouvelles ELEMENTS
Divulgation proactive NATUE-ELS
2005-06-13 - Fonction publigue : l'ermployé —
ayant les plus longs états de service est L o LI

&l nl-_ l_ l_ | mkernet .

The responsible entity is Ressources naturelles Canada.

The content of dc. cr eat or is“Gouvernement du Canada, Ressources naturelles Canada”.

Expressed in HTML asfollows:

<meta name="dc.creator" content="Gouvernement du Canada, Ressources
naturelles Canada">
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http://gsc.nrcan.gc.calindex_f.php

3 CGLC : Commission géologique du Canada - Microsoft Internet Explorer provided by F'i

File Edit Wiew Favarites Tools Help

Ressources naturelles  WNatural Resources E . Ll
I *I Canada Canada C\d I_Iddd
|Aide _____|Recherche [ite du Canada

Accueﬂ Produits et A propos Gl site
TR Services du Secteur

Seutur des sciences de la Terre

Ii-'
3 :
L
o b ' Commission géologique du Canada ‘
Ressources na.turelles =
Lanads Secteur des sciences de la Terre » Commizgion géologique du Canads
] Commission géologique du Canada

& 3 L /
E ,’4"_ % La Commission géologique du Canada (CGC) est
k3 & une partie du Secteur des sciences de la Terre de

%@E c,wﬁ? Ressources naturelles Canada.
¥ o
Commiszion géologique du o )
Canada La Commission géologigque du Canada (CGC) est le -
— principal organisme d'infarmation et de recherche dans Image du jo
Commission le domaine des sciences de la Terre au Canada; par son expertise de calibre
PN DUCOIREEIERER  mondial. elle cantribue aux levés aéoscientifiaues. & la mise en valeur durable

C DT e mtemet

The responsible entity isthe Commission géologique du Canada, a subdivision of Ressources
naturelles Canada.

The content of dc. cr eat or is“Gouvernement du Canada, Ressources naturelles Canada,
Secteur des sciences de la Terre, Commission géologique du 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 Commission géologique du Canadato be an
independent entity.

Expressed in HTML asfollows:

<meta name="dc.creator" content="Gouvernement du Canada, Ressources
naturelles Canada, Secteur des sciences de la Terre, Commission géologique
du Canada">
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3.2.4.3 For abilingual Web resource

http://www.lac-bac.gc.ca

/2 Welcome to the LIBRARY AND ARCHIYES CANADA website / Bienvenue au site Web BIBLIOTHEQL soft Intes =|=| x|
Fle Edit ¥ew Favorites Tools  Help | Links >* |'\."‘ |
I*I Llhmgaand Archives Bibliothéque et Archives ;l

Cana Canada

Lgasny a0 Ancuves (aweoa
Biouonaigue £ Ancves (hvaon.

=3 Canads

Importart Notices Awvis importants

H

|&] Done l_ l_ l_ | nternet

The content of dc. cr eat or isboth “Library and Archives Canada’ and “Bibliothéque et

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

Expressed in HTML asfollows:

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

<meta name="dc.creator" content="Gouvernement du Canada, Bibliothéque et
Archives Canada">
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3.3 Date
3.3.1 Definition

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

3.3.11 Government of Canada constraint

Two Date elements are required for Web resources. Date Created and Date Modified. These
elements refer to the date aresource is posted on the Web. They do not refer to the date(s)
relating to the content of the resource (i.e. the date the content was created or the period during
which the content is valid).

3.3.2 Usage
The date the resource was first posted on the Web is expressed using dc. dat e. cr eat ed.

The most recent date a substantially revised version of the resource was reposted on the Web is
expressed using dc. dat e. nodi f i ed. This element is mandatory only when such arevision
has been posted; otherwise, it isnot used at all.

Thedc. dat e. cr eat ed element is expressed as follows:

<meta name="dc.date.created" content="abc">

where abc is the date the resource was first posted on the Web, in theform YYYY-MM-DD;
dc. dat e. nodi fi ed isexpressed in the same way.

For federal Web sites, the World Wide Web Consortium is the authority for formatting the date
value (see http://www.w3.0org/TR/NOTE-datetime). A scheme reference is not required.

3.3.3 Guidance

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

For static Web resources, follow these steps:
a) usedc. dat e. cr eat ed to reflect the date the resource isfirst posted on the Web; and
b) adddc. dat e. nodi f i ed to reflect the date the resource is reposted on the Web after

itsintellectual content has been substantially changed.
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These rules apply whether the Web resource is English, French or bilingual.

3.34 Values

The Date element isexpressed as YYYY-MM-DD, where YYYY istheyear, 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 is known, enter “01” for both the month and the day, e.g. 2003-01-01.

Since automated information retrieval systems retrieve on all 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.

Thedc. dat e. cr eat ed value never changes.

3.3.5 Other considerations
dc. dat e. nodi fi ed must be used in conjunction with dc. dat e. cr eat ed. It cannot exist
without dc. dat e. cr eat ed.

The date used in the content of dc. dat e. nodi fi ed cannot be earlier than or equal to the
content for dc. dat e. cr eat ed. If aresource hasno valuefor dc. dat e. nodi fi ed, this
element should not appear in the metadata record.

The content value of dc. dat e. cr eat ed anddc. dat e. nodi fi ed cannot be left blank. If
the date of original posting is not known, follow the department or agency’ s procedures for
assigning an appropriate value.

3.3.6 Examples

For a Web resource first posted on May 6, 2003, and last substantially modified on

December 20, 2004, the Date elements should be as follows:

On the original posting date, the content of dc. dat e. cr eat ed isthe date of posting:

<meta name="dc.date.created" content="2003-05-06">
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Any time after that date when punctuation or typographical errors are corrected and the resource
isreposted, thedc. dat e. cr eat ed valueis not changed:

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

When the resource is reposted with intellectual content substantially changed,
dc. dat e. nodi fi ed isadded to the metadata. dc. dat e. nodi f i ed reflects the date of
posting of the changed version; dc. dat e. cr eat ed isnot changed:

<meta name="dc.date.created" content="2003-05-06">
<meta name="dc.date.modified" content="2004-12-20">

3.4 Language
3.4.1 Déefinition

A language of theintellectual content of the resource.

3411 Government of Canada constraint
The 1SO 639-2 language encoding scheme must be used.

342 Usage

The Language element is expressed as follows:

<meta name="dc.language" scheme="ISO639-2" content="abc">

where abc is alanguage code and “1SO639-2" refers to the language encoding scheme mandated
for use in the gc.cadomain.

3.4.3 Guidance

If the Web resource is in one language, enter the appropriate language code.

If the resource isin more than one language, repeat the Language element using the
corresponding code for each language.
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344 Values

The language codes are three-character lower-case al phabetic 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://lcweb.loc.gov/standards/iso639-2/englangn.html).

345 Examples
3451 English-only Web resour ce

<meta name="dc.language" scheme="IS0639-2" content="eng">

34.5.2 French-only Web resour ce

<meta hame="dc.language" scheme="IS0639-2" content="fre">

3453 Bilingual Web resource (e.g. both English and French content)

<meta hame="dc.language" scheme="IS0639-2" content="eng">
<meta name="dc.language" scheme="IS0639-2" content="fre">

3454 Multilingual Web page (e.g. English, French and German)

<meta name="dc.language" scheme="IS0639-2" content="eng">
<meta hame="dc.language" scheme="IS0639-2" content="fre">
<meta name="dc.language" scheme="ISO639-2" content="ger">
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3.5 Subject
3.5.1 Dé€finition

The topic of the content of the resource.

35.1.1 Government of Canada interpretation

Subject terms must be selected from controlled vocabularies or formal classification schemes
registered with Library and Archives Canada or recognized by the Dublin Core Metadata
Initiative. The scheme for each vocabulary employed must be identified in the metadata.
(Source: Common Look and Feel Metadata Standard Definitions and HTML Examples,
http://www.tbs-sct.gc.ca/im-gi/metal/clf-nsi-meta/clf-nsi-meta_e.asp)

352 Usage
The Subject element is expressed as follows:

<meta name="dc.subject" scheme="abc" content="def">

where abc refers to the scheme label for aregistered controlled vocabulary, and def refers to the
value or values chosen from that vocabulary.

3.5.3 Guidance

3.5.3.1 Consderationsfor selectingtermsfor dc. subj ect
Terms (words or phrases that describe what the resource is about) must be selected from
registered controlled vocabul aries (see section 3.5.1.1).

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
extraterrestrial life.

User needs must also be considered. Metadata devel opers should ask themselves “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 a resource focussing on the dairy industry asa
whole, even if particular dairy products are mentioned in the resource.
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Use as many terms as are required to describe the resource accurately.

3.5.3.2 Using multiple subjects

Multiple subjects from the same scheme may beincluded indc. subj ect element. Values
should be separated by a semicolon (;). A semicolon is used as a separator instead of acomma
because a controlled subject term may include a comma.

3.5.3.3 Using multiple vocabulary schemes

Multiple subject vocabulary schemes may be used to supply termsfor dc. subj ect . A separate
dc. subj ect statement isrequired for each vocabulary. Only terms from controlled
vocabulariesfor dc. subj ect can be used.

Each instance of dc. subj ect must include the scheme label assigned to a particular controlled
vocabulary. The labels are part of the vocabulary descriptionsin the registry of controlled
vocabularies available at the Library and Archives Canada Web site
(http://www.collectionscanada.ca/8/4/r4-281-e.html).

For example, terms from the eHealth Thesaurus must be identified with the scheme label gcicth
and may not be used in an instance of dc. subj ect containing terms from the Core Subject
Thesaurus and using the scheme label gecore.

354 Values
3541 Sourcesof controlled terminology for dc. subj ect

3.5.4.1.1 Government of Canada Core Subject Thesaurus

According to TBITS 39.2, the default controlled vocabulary for use by federal departments and
agencies is the Government of Canada Core Subject Thesaurus (CST)
(http://www.thesaurus.gc.ca). Other authorized vocabularies may be used, provided that a
separate dc. subj ect statement is used for each vocabulary set.

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. V ocabularies registered with the Dublin
Core Metadata I nitiative (http://dublincore.org) may also be used provided that equivalent terms
in both official languages are available (see section 3.5.4.2).

Detailed guidance on the use of the CST isavailable at http://www.thesaurus.gc.cal. For an
introduction to controlled vocabularies and their characteristics, see section 2.3 of this Guide and
the Guide to the Devel opment and Maintenance of Controlled Vocabularies in the Gover nment
of Canada.
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For more information on thesauri, consult the Thesauri and Controlled V ocabularies pages on the
Library and Archives Canada Web site (http://www.collectionscanada.ca/8/4/r4-280-e.html), or
contact the Metadata Coordinator, Library and Archives Canada (meta_coord@lac-bac.gc.ca).

3.5.4.1.2 If the Core Subject Thesaurusisnot deemed suitable
Recommended practice:

1.

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
instance of dc. subj ect . Using terms from the CST, even if they are very general in
nature, facilitates cross-searching of all federal resources at the Canada site
(http://www.canada.gc.calmain_e.html).

If the CST meets the vocabulary needs of a department or agency most of the time, but useful
terms are identified that are not listed there, contact the Thesaurus Manager

(see http://en.thesaurus.gc.calcontact_e.html) to discuss how these terminological needs can
be met.

If the CST, because of its general nature, is deemed unsuitable, consult the list of
Government of Canada-maintained controlled vocabularies

(http://www.coll ectionscanada.ca/8/4/r4-281-e.ntml) on the Library and Archives Canada
Web site to see what other vocabularies are registered for use in the gc.cadomain. This list
includes information about the vocabulary label names for use in the coding of

dc. subj ect scheme attribute and provides links to the on-line versions of the
vocabularies. See also Chapter 3 of the Guide to the Development and Maintenance of
Controlled Vocabularies in the Government of Canada for criteria on evaluating controlled
vocabularies for use with metadata.

If acontrolled vocabulary other than the CST is used, the scheme label for that vocabulary
must be present in that instance of dc. subj ect .

If none of the vocabularies registered in the gc.ca domain suits the terminological needs of a
department or agency, consult the list of controlled vocabularies registered by the Dublin
Core at http://www.dublincore.org.

Only vocabulariesin the Library and Archives Canada or Dublin Core registries with
equivalent terms in both official languages will be acceptable for use. Equivalent termsis
used instead of tranglations because a concept in one language may not have an exact match
in the other.
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5. If none of these existing vocabulariesis suitable, devel oping a customized vocabulary for
local use may be an option. Consult the Guide to the Development and Maintenance of
Controlled Vocabularies in the Government of Canada for information on creating new
controlled vocabularies.

The following approaches should be considered:

» Development of abilingual thesaurus for the subject domain: Such a project will require
help from an expert because 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 acustomized controlled vocabulary: A controlled vocabulary isless
rigorous than a thesaurus. However, any synonyms must be controlled (i.e. non-preferred
terms must point to preferred terms), because this is the most basic form of terminology
control.

» Development of asimplelist of prescribed terms: This option is not only the least
expensive but also the least useful. Without synonym control, the ability of end-usersto
find relevant content is compromised because they will not be guided from their choice of
terms to those used in the vocabulary to describe resources.

Vocabularies developed in-house for use with dc. subj ect must be registered with Library
and Archives Canada. For advice on registering a vocabulary, consult the M etadata Coordinator
at Library and Archives Canada (meta_coord@Ilac-bac.gc.ca). See also section 2.3.5—
Registration of Controlled Vocabulary Schemes.

The terms in specialized controlled vocabularies can be mapped to more general terms in the
CST so that both specific terminology and more general CST terminology are part of the
metadata. For example, an in-house vocabulary term such as aquacultural biotechnology could
be mapped to Biotechnology, which isfound in the CST. The metadata would contain two
instances of dc. subj ect , onefor the broad CST term, and one for the specific local
vocabulary term.

3.5.4.2 Language equivalentsin the Subject element

See section 2.3.4 for information on language equivalents for resources that are available in both
officia languages.
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3.5.5 Other considerations

Describing subjects using controlled terminology presents significant challenges. The correct
selection of terms from controlled vocabularies may not be in the skill set of those responsible
for managing Web resources. It is principally a skill of professional librarians and indexers. The
challenge of selecting terms increases when more than one controlled vocabulary is used.

Managers are urged either to provide appropriate subject analysis training for their metadata
developers or to obtain assistance from their departmental libraries or information resource
centres when populating this crucial field.

For more information, see the Guide to the Devel opment and Maintenance of Controlled
Vocabulariesin the Government of Canada.

356 Examples

3.5.6.1 English-only Web resource described using terms from the Cor e Subject
Thesaurus

http://www.nrcan-rncan.gc.calinter/index_e.html

<meta hame="dc.subject" scheme="gccore" content="Natural resources;
Climate; Forests; Minerals; Metals; Maps; Energy; Energy conservation;
Geology; Environmental management">

3.5.6.2 French-only Web resour ce described using terms from the Cor e Subject
Thesaurus

http://www.nrcan-rncan.gc.calinter/index_f.html

<meta name="dc.subject" scheme="gccore" content="Ressources naturelles;
Climat; Forét; Minéral; Métal; Carte; Energie; Conservation de I'énergie;
Géologie; Gestion de I'environnement">
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3.5.6.3 Bilingual Web resour ce described using terms from the Core Subject Thesaurus

http://www.nrcan-rncan.gc.ca/inter/index.html

<meta hame="dc.subject" scheme="gccore" content="Natural resources; Climate;
Forests; Minerals; Metals; Maps; Energy; Energy conservation; Geology">

<meta name="dc.subject" scheme="gccore" content="Ressources naturelles;
Climat; Forét; Minéral; Métal; Carte; Energie; Conservation de I'énergie;
Géologie">

3.5.6.4 Multiplevocabulariesto describe a single Web resource

3.5.6.4.1 English-only Web resour ce described using terms from both the Cor e Subject
Thesaurus and the eHealth Thesaurus

<meta hame="dc.subject" scheme="gccore" content="Telemedicine">

<meta name="dc.subject" scheme="gcicth" content="TELENEUROLOGY;
TELEPATHOLOGY">

3.5.6.2 French-only Web page described using terms from both the Cor e Subject
Thesaurus and the eHealth Thesaurus

<meta name="dc.subject" scheme="gccore" content="Télémédecine">

<meta name="dc.subject" scheme="gcicth" content="TELENEUROLOGIE;
TELEPATHOLOGIE">
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Chapter 4: Optional Elements

For department or agency Web resources, optional means that the elements described below are
not required for compliance with CLF Standard 6.3. The use of some or al of these, including
other Dublin Core elements or non—Dublin Core elements, may, however, be mandatory within a
particular department or agency.

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

4.1 Audience
411 Definition

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

4111  Government of Canada constraint
Terms must be selected from an authorized controlled vocabulary.

412 Usage

There are two possible ways to express thiselement in HTML: dc. audi ence and
dcterms.audience.

dc. audi ence

The Audience element is expressed as follows:

<meta name="dc.audience" scheme="abc" content="def">

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

Note: The use of dc. audi ence isto be considered atemporary method of expression that will
change as Dublin Core develops. The following method of expressing the audience element is
preferred.
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dct er ns. audi ence

The Audience element is expressed as follows:

<meta name="dcterms.audience" scheme="abc" content="def">

where abc isthe 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 a separate
namespace. Departments or agenciesusing dct er ns. audi ence must include a second
instance of thel i nk element to support the HTML code. Thisadditional | i nk element isthe
following:

<link rel="schema.dcterms" href="http://purl.org/dc/terms/">

41.3 Guidance

Recommended practice: It is strongly recommended that the Audience element be applied to all
resources to which departments or agencies apply other mandatory and optional metadata
elements when those resources are identified as being directed toward 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 Guidelines for the Dublin Core Metadata Element Audience and the
Government of Canada Audience Scheme, 2nd Version
(http://www.ths-sct.gc.calim-gi/mwg-gtm/aud-aud/docs/2004/dublin-core/dublin-core00_e.asp).

414 Values

Recommended practice: It is strongly recommended that metadata devel opers use values from
the Government of Canada Audience Scheme
(http://www.ths-sct.gc.calim-gi/mwg-gtm/aud-aud/docs/2003/schemfinal /schemfinal _e.asp).
This scheme includes terms that describe awide variety of users of Government of Canada Web
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sites. Whileit 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
Schemeisgcaudi ence.

Departments or agencies requiring that new audience terms be added to the vocabulary should
address their enquiries to the Secretariat’ s Information Management Division
(im-gi @tbs-sct.gc.ca).

415 Examples

<meta name="dc.audience" scheme="gcaudience" content="seniors">

<meta name="dcterms.audience" scheme="gcaudience" content="seniors">

4.2 Coverage
4.2.1 Definition

The extent or scope of the content of the resource.

4211  Government of Canada constraint

Guidanceis provided for spatial or geographic coverage only. The element must be popul ated
with terms found in registered controlled vocabularies.

422 Usage

The Coverage element is expressed as follows:

<meta hame="dc.coverage.spatial' scheme="abc" content="def">

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

4th Edition, October 2005



mailto:im-gi@tbs-sct.gc.ca

423 Guidance

The Coverage element is used to spatially reference Government of Canada \Web resources using
descriptors from registered controlled vocabularies, authority files, or a spatial reference system
like geographic co-ordinates. The Dublin Core Metadata Initiative (DCMI) endorses element
refinements that state whether spatial or temporal extent is being expressed. This section
provides guidance for spatial coverage only.

Coverage is used when there is a distinct and definable spatial extent to the resource and thereis
abusiness requirement to enable the identification of the resource by its unique geographic
location. When Coverage is used, the spatial information contained within the element can be
used to perform powerful searches that allow a user to search on a specific location, exclude
certain areas, sort by nearest location, and perform many other operations.

The following examplesillustrate appropriate use of the Coverage element:

Example 1: Web resources on employment opportunities for various regions that contain
information organized by area.

The Coverage element will contain geographic descriptors, geocodes, or spatia
co-ordinates that define the areas referenced by the resource. This geographic information
could enable a user to search on employment opportunities for a specific area.

Example 2: Web resources that identify national historical sites and contain information that
specifies a geographic location.

The Coverage element will contain a geographic descriptor, such as a place name, postal
code or spatial co-ordinates, that defines the location of the site(s). Such information
could enable a user to search for historical sites within a certain radius or along a route of
travel.

The Coverage element should not be used if the resource has no distinct and definable
geographic extent or if there is no business requirement to use the unique spatial reference(s)
specifically or inherently contained in the resource contents. For instance, it is not recommended
to use the term Canada to describe federal government on-line resources that are Canadian but
not directly related to geographic boundaries within Canada.
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424 Values

While each registered encoding scheme has its own method of expressing geographic names,
certain general guidelines apply to the construction of these names for usein
dc. coverage. spati al .

Sufficient detail must be provided to unambiguously identify the location. A place name must be
expressed as a hierarchy, beginning with the largest geographical unit (usually the country name)
and ending with the smallest.

Within the hierarchy of location information, geographic units should be separated by a
semicolon (;). A semicolon is used as a separator rather than a comma because valuesin the
encoding scheme may contain commas.

For example, the village of Kingston, P.E.I., would be identified using the Canadian
Geographical Names Data Base as follows. Canada; Prince Edward Island; Queens; Kingston;
Village.

Coverage must be populated using a controlled vocabulary, authority file or other registered
scheme. Controlled vocabularies or authority files recommended by these guidelines for usage
with Coverage are registered with Library and Archives Canada and can be accessed at
http://www.collectionscanada.ca/8/4/r4-281-e.html. All recommended schemas are able to be
translated to unigque geographic locations, expressed as spatial co-ordinates. Named geographies
from known, controlled sources can be translated to simple geographic co-ordinates (a point) or
more complex geometries (bounding box, polygons or lines) through Web services, such asthe
CGDI Gazetteer Service (http://cgdi-dev.geoconnections.org/prototypes/cgdigaz/).

Departments and agencies are strongly encouraged to register with Library and Archives Canada
other standardized geographic descriptors, geocodes or resources that may better meet their
particular requirements. These will be assigned a unique scheme name that must be stated in
every instance of Coverage.

The most appropriate choice of vocabulary depends on the resource being documented. More
than one vocabulary may be used to describe a single resource.

The Coverage element must be repeated, using the appropriate scheme name each time, for every
location described in the resource.

4.2.4.1 Language equivalentsin the Coverage element

The language equivalency rule applies for place names. See section 2.3.4 for further information.
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425 Examples

The following are examples employing encoding schemes currently registered for use with
Coverage by Library and Archives Canada or the Dublin Core Metadata Initiative.

Canadian Geographical Names Data Base (CGNDB)
http://geonames.nrcan.gc.calindex_e.php

This database contains the official names of Canada s provinces and territories, names of cities
(inhabited places, towns, villages, etc.), topographical features, conservation areas, military
areas, and First Nations communities.

To beidentified unambiguously, the location must be constructed with the following
components, in the following order: country name (i.e. Canada); province or territory name;
administrative or geographical location name (e.g. district, county, township, municipality,
section town); name of feature; feature type. The CGNDB provides further information on the
definition of these components and the allowable values.

Using this encoding scheme, thedc. cover age. spat i al metadatafor aresource containing
information on an employment opportunity in Peterborough, Ontario, would read as follows:

<meta hame="dc.coverage.spatial' scheme="gcgeonames" content="Canada,;
Ontario; Peterborough; Peterborough; City">

Regions of Canada
http://geodiscover.cgdi.ca/gdp/util/etc/ CanadaProvRegions.jsp

This vocabulary consists of Canada' s provinces and territories, six large inter-provincia regions
and 39 intra-provincial regions. The list provides names for commonly recognized areas within
Canada. The boundaries are based upon census divisions or provincia and territorial boundaries
and therefore have an associated geometry.

The location is constructed using the complete hierarchy given in the encoding scheme. The
hierarchy is composed of the term Canada; then a province or territory name or the term
Canadian Regions; then a more precise geographic location name, if applicable.

Using this encoding scheme, Coverage for aresource containing agricultural output statistics for
Canadian prairie farms would read as follows:
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<meta name="dc.coverage.spatial" scheme="gcregions" content="Canada;
Canadian Regions; Prairie Provinces">

Getty Thesaurus of Geographic Names (TGN)
http://www.getty.edu/research/tool s/'vocabul ary/tgn/index.html

The TGN can be used as a source for foreign place names. The Dublin Core Metadata Initiative
prefers this vocabulary. Since the TGN contains only English terms, use another authoritative
source to record international place namesin French, such as agood dictionary or the Répertoire
de vedettes-matiere (http://www.collectionscanada.ca/8/19/index-e.html) to select equivalent
French terms. Do not identify a scheme.

To be identified unambiguously, the location must be constructed using the hierarchy givenin
the encoding scheme, starting at the “nation” level and including all lower levels. The “hierarchy
root,” “facet” and “continent” levels are omitted. The TGN provides further information on the
construction of location hierarchies.

Using this encoding scheme, Coverage for aresource involving plans for awar memorial in
Exeter, England, would read as follows:

<meta name="dc.coverage.spatial' scheme="tgn" content="United Kingdom;
England; Devon; Exeter">

For the French Web page, the Coverage element would read as follows:

<meta hame="dc.coverage.spatial' content="Royaune-Uni; Angleterre; Devon;
Exeter">

|0 3166—Country Codes
http://www.is0.ch/iso/en/prods-services/iso3166ma/02i so-3166-code-lists/list-enl.html

| SO 3166 can be used as a source to identify foreign country names. This authority list is
registered with the DCMI as a source for country names. Complete place names should be used
in preference to abbreviations or symbols.
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Using this encoding scheme, Coverage for aresource on the spread of severe acute respiratory
syndrome (SARS) in Southeast Asia (China, the Philippines and Singapore) would read as
follows:

<meta name="dc.coverage.spatial' scheme="IS03166" content="CN">
<meta name="dc.coverage.spatial' scheme="1S03166" content="PH">
<meta hame="dc.coverage.spatial' scheme="ISO3166" content="SG">

DCMI Point
http://www.dublincore.org/documents/dcmi-point

DCMI Point is ascheme for uniquely identifying a point on the Earth’s surface using its
geographic co-ordinates. DCMI guidance provides further details on how to use this scheme.

Using this encoding scheme, Coverage for aresource on Grand Valley, Ontario, Canada, would
read as follows:

<meta nhame="dc.coverage.spatial" scheme="DCMIPoint"
content="north=43.9; east=-80.31">

DCMI Bounding Box
http://www.dublincore.org/documents/dcmi-box/

DCMI Bounding Box is a scheme for uniquely identifying an area on the Earth’ s surface by
defining its geographic limits as a bounding box. DCMI guidance provides further details on
how to use this scheme.

With this encoding scheme, Coverage for a resource on Prince Edward Island, Canada, would
read as follows:

<meta name="dc.coverage.spatial" scheme="DCMIBox"
content="northlimit=47.0; southlimit=-45.9; westlimit=-64.5; eastlimit=-62.0">
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4.3 Description
4.3.1 Definition

An account of the content of the resource.

432 Usage

The Description element is expressed as follows:

<meta name="dc.description" content="abc">

where abc is the description of the resource.

4.3.3 Guidance

An accurate, clear, concise and objective description helps users determine whether a resource
will be useful to them.

The words in a description can be indexed by search engines. Thetext is often displayed in
search results. As ageneral rule, descriptions should be no more than 100-20 words in length.
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.

Word or character length of description may be dependent on department or agency policies or
search engine requirements. Some search engines will index all words in a description but only
display thefirst portion of the text.

434 Values

4341 Tipson preparing adescription
» 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 servicein 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”).
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» 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.

4342 HTML descriptionanddc. description

Departments or agencies using HTML may wish to use both HTML descri pti on and
dc. descri pti on assome search enginesignoredc. descri pti on. In such cases, the
content values for both must be identical.

435 Other considerations

Departments or agencies are urged to devel op their own organizational guidance for writing
descriptions based on Guidelines for Writing Descriptions for Government of Canada Web Stes
(http://www.tbs-sct.gc.calim-gi/references/meta-descrip/meta-descrip00_e.asp).

436 Examples

43.6.1 English-only Web resource
http://www.coll ectionscanada.caltrains/index-e.html

<meta name="dc.description" content="Exhibition on the history of railways in
Canada, including railway advertising, brochures, timetables, posters from
1883 to 1952, sound effects, travelogues and an essay on the contribution of
the railway to the growth of Canada.">

4.3.6.2 French-only Web resource
http://www.col | ectionscanada.caltraing/index-f.html

<meta name="dc.description" content="Exposition consacrée a I'histoire des
chemins de fer au Canada. Comprend des annonces publicitaires sur les
chemins de fer, des brochures, des horaires et des affiches datant de 1883 a
1952, des effets sonores, des récits de voyage et un essai sur la contribution
des chemins de fer a la croissance du Canada.">
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4.3.6.3 Bilingual resource
http://bsa.cbsc.org

<meta name="dc.description" content="The Business Start-up Assistant (BSA)
is a one-stop site for information on starting a business in Canada. It covers
topics such as market assessment, financing, taxation, writing a business plan
and many more - all critical to starting a business.">

<meta name="dc.description" content="Le Systéme d'aide au démarrage
d'une entreprise (SADE) est un guichet unique d'information sur le démarrage
d'une entreprise au Canada. Le site Web couvre plusieurs sujets, notamment
les études de marché, le financement, la fiscalité, la préparation d'un plan
d'affaires, tous essentiels au démarrage d'une entreprise.">

4.4 Format
4.4.1 Definition
The physical or digital manifestation of the resource.

44.1.1 Government of Canada constraint
Terms must be selected from aregistered controlled vocabulary.

4.4.1.2 Government of Canadainterpretation

Format is indicated by the file extension of the program or application used to create the resource
(<dc.format>: Guidelines,
http://www.tbs-sct.gc.cal/im-gi/mwg-gtm/fmt-fmt/docs/2003/guidelines-lignes-directrices_e.asp).
442 Usage

The use of the Format element is essential in the creation of metadata for multimedia digital
collections that contain a multitude of file formats and applications. The metadata can be
embedded in the resource itself or stored externally in a metadata repository.

The form of expression for the Format element will depend on the technical environment of local
implementations.

The Format element is not repeatable.

443 Guidance

The Format element should not be used unless an organization has the ability to manage
metadata in a database or arepository.
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Every distinct resource should have distinct metadata. M etadata contained in the source code of
an HTML resource describesthe HTML resource itself. It does not describe resources linked to,
or displayed on, that resource. As aresult, metadata that does describe a sound, video, other
textual non-HTML format, etc., linked to an HTML resource should not be stored in the source
code of that HTML resource.

This situation may be confusing. A photo or image (using the .gif or .jpeg file format) appears to
be part of the HTML resource in the Web browser; indexers may wish to describe that picturein
the metadata for the HTML resource. It isimportant, however, to separate the metadata for these
resources. Metadata for non-HTML resources will likely have to be stored and managed in a
database or arepository.

For more guidance on theuse of dc. f or mat , seedc. f or mat : Guidelines at
http://www.tbs-sct.gc.calim-gi/mwg-gtm/fmt-fmt/docs/2003/guidelines-lignes-directrices _e.asp.

444 Values

Recommended practice: It is strongly recommended that metadata devel opers use values from
the Government of Canada Format Scheme
(http://www.tbs-sct.gc.calim-gi/mwg-gtm/fmt-fmt/docs/2003/schem_e.asp). This scheme
includes terms that describe awide variety of 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 isintended to encompass al formats found on
federal Web sites. Departments or agencies requiring that new formats be added to the
vocabulary should address enquiries to the Secretariat’ s Information Management Division
(im-gi @tbs-sct.gc.ca).

4.5 Type

45.1 Definition

The nature or genre of the content of the resource.

4511 Government of Canada constraint
Terms must be selected from aregistered controlled vocabulary.
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451.2 Government of Canada inter pretation

The Type element may describe the purpose or functions of content; it does not describe the
subject (i.e. what the resource is about) or the format (physical or digital manifestation) of the
resource (GOL Metadata Working Group, <dc.type> Sub-group, Final Report,

November 6, 2002,

http://www.tbs-sct.gc.cal/im-gi/mwg-gtm/typ-typ/docs/2003/final rep-final /finalrep-final_e.asp).

452 Usage
The Type element is expressed as follows:

<meta name="dc.type" scheme="abc" content="def">

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

453 Guidance

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

Including avaluefor dc. t ype 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, or date) in a search query, they will be able to narrow their search for an
event, presentation, report, policy, etc. For example, a user 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.

454 Values

Recommended practice: It is strongly recommended that metadata devel opers use values from
the Government of Canada Type Scheme

(http://www.tbs-sct.gc.calim-gi/mwg-gtm/ty p-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.
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The Government of Canada Type Scheme is registered 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 the Process for Updating the GoC Type and Aggregation Level Schemes Draft
(http://www.tbs-sct.gc.calim-gi/mwg-gtm/ty p-typ/docs/2003/typeltype _e.asp).

Organizations may also request the inclusion of new resource types by contacting the
Secretariat’ s Information Management Strategies Division (im-gi @tbs-sct.gc.ca).

For more guidance on the use of the Type element, see dc.type Sub-Group: Usage Guidelines
(http://www.ths-sct.gc.calim-gi/mwg-gtm/ty p-typ/docs/2003/usage-util/usage-util_e.asp).

455 Examples

45.5.1 English resource
The Nationa Flag of Canada

http://www.canadianheritage.gc.ca/progs/cpsc-ccsp/sc-cg/df1_e.cfm

<meta hame="dc.type" scheme="gctype" content="reference material">

4552 French resource
Le drapeau canadien

http://www.canadianheritage.gc.ca/progs/cpsc-ccsp/sc-c/df1_f.cfm

<meta hame="dc.type" scheme="gctype" content="matériel de référence">
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4553 Bilingual resource
Canadian Heritage welcome page

http://www.canadianheritage.gc.ca

<meta hame="dc.type" scheme="gctype" content="welcome page">
<meta name="dc.type" scheme="gctype" content="page de bienvenue">

4554 Resourcewith multipledc. t ype element terms
The Type element is repeated for each individual term.

<meta name="dc.type" scheme="gctype" content="educational material">
<meta hame="dc.type" scheme="gctype" content="geospatial material">

4.6 Keywords

HTML keywor ds metadata contains additional words or phrases to serve as access points for
search engines. This metadata may be useful in the context of local information management
systems. Keyword values can be 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.

The keywords element is not a Dublin Core element.

For guidance on the use of keywords, please see CLF Best Practices
(http://www.tbs-sct.gc.calclf-nsi/inter/inter-06-03_e.asp).
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Appendix A: Web Resources on Government of Canada
Metadata Policies and Practices

Common Look and Feel (CLF)
CLF for the Internet—Navigation and Format, Standard 6.3
(http://www.tbs-sct.gc.calclf-nsi/inter/inter-06-03_e.asp)

CLF for the Internet— Official Languages, Sandard 7.8
(http://www.ths-sct.gc.calclf-nsi/inter/inter-07-08_e.asp)

Government On-Line Metadata Working Group
http://www.tbs-sct.gc.cal/im-gi/mwg-gtm/intro_e.asp

Information Management Resource Centre (IMRC)
Metadata (http://www.tbs-sct.gc.cal/im-gi/meta/meta_e.asp)

Government of Canada Metadata Guidance
(http://www.ths-sct.gc.calim-gi/meta/meta-cdn_e.asp)

Common Look and Feel Metadata Standard Definitions and HTML Examples
(http://www.ths-sct.gc.calim-gi/metalclf-nsi-meta/clf-nsi-meta._e.asp)

Government of Canada Metadata Framework
(http://www.ths-sct.gc.calim-gi/metalframe-cadre_e.asp)

Infor mation Management Glossary
(http://www.ths-sct.gc.calim-gi/glossary/glossary _e.asp)

Framework for the Management of Information in the Government of Canada
(http://www.ths-sct.gc.calfmi-cgi/index_e.asp)

Library and Archives Canada—Controlled Vocabularies and
Thesauri

Thesauri and Controlled Vocabularies
(http://www.collectionscanada.cal/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)
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Canadian Government-maintained Controlled VVocabularies and Thesauri
(http://www.collectionscanada.ca/8/4/r4-281-e.html)

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

Management of Government Information

Policy on the Management of Gover nment I nformation
(http://www.ths-sct.gc.calpubs_pol/ciopubs/TB_GIH/mgih-grdg_e.asp)

Treasury Board Information Management Standard (TBITS)

TBITS39: Treasury Board Information Management Standard, Part 1. Gover nment
On-Line Metadata Standard
(http://www.ths-sct.gc.calits-nit/standards/tbits39/crit391_e.asp)

TBITS39: Treasury Board Information Management Standard, Part 2: Controlled
Vocabulary Standard (http://www.ths-sct.gc.calits-nit/standards/tbits39/crit392_e.asp)
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Appendix B: Sample HTML Metadata Source 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="schema.dc" href="http://purl.org/dc/elements/1.1/">
<link rel="schema.dcterms" href="http://purl.org/dc/terms/">
<meta name="dc.title" content="Conferences - eHealth Resource Centre">

of Health and the Information Highway (OHIH)" >

<meta name="dc.language" scheme="1S0639-2" content="eng">
<meta name="dc.date.created" content="2000-00-00">

<meta name="dc.date.modified" content="2003-03-17">

communications technologies; Telehealth; Health informatics; Databases">

Databases; Meetings">
<meta name="dcterms.audience" scheme="gcaudience" content="educators">

<meta name="dc.description" content="Links to information and communications
technologies in health, conferences, tradeshows, and workshops">

<meta name="description" content="Links to information and communications
technologies in health, conferences, tradeshows, and workshops">

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

telehealth, health informatics, databases, meetings, e-health, ehealth">
<title>Conferences - eHealth Resource Centre</title>

<meta name="dc.creator" content="Government of Canada, Health Canada, Office

<meta name="dc.subject" scheme="gcicth" content="Health care; Information and

<meta name="dc.subject" scheme="gccore" content="Conferences; Health care;

<meta name="dc.coverage.spatial" scheme="gcgeonames" content="Canada; Ontario">

<meta name="keywords" content="conferences, health care, healthcare, information and
communications technologies, information and communications technology, ICT, ICTs,
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