SORA Guidance on inclusion and take down policy

Metadata Policy
For information describingitemsin the repository:

1. Anyone may accessthe metadatafree of charge.

2. The metadatamay be re-usedinany medium without prior permission for not-for-profit
purposes provided the OAl Identifierora link to the original metadatarecord are given.

3. The metadatamust not be re-usedinany mediumforcommercial purposes without formal
permission.

Data Policy
For full-textand otherfull dataitems:

1. Anyone may accessfull itemsfree of charge.

2. Copiesof full items generally may be:

e reproduced, displayed or performed, and givento third partiesinanyformator
medium;

e usedforpersonal research orstudy, educational, or not-for-profit purposes without
prior permission or charge provided:

= theauthors, title and full bibliographic details are given;

= ahyperlinkand/orURLare given forthe original metadata page;

= theoriginal copyright statementisgiven;

= thecontentisnot changedinany way.

3. Fullitems mustnot be sold commerciallyinany format or medium withoutformal
permission of the copyright holders.

4. Mentionof SORA s appreciated but not mandatory.

ContentPolicy
For types of document & data set held:

1. Thisis an institutional repository.
2. SubjectSpecialities: Health and Medicine.

3. SORAis currently restricted to:
e Journalarticles;
e Bibliographicreferences;
e Conference and workshop papers;
e Books, chaptersand sections;
e Patents.

4. Depositeditems mayinclude:
e acceptedversions (author's final peer-reviewed drafts);
e publishedversions (publisher-created files);

5. Itemsareindividually tagged with:
e theirversiontype and date;



6.

e theirpeer-review status;
e theirpublication status.

Principal Languages: English.

Submission Policy
Concerningdepositors, quality & copyright:

Items may only be deposited by accredited members, and academic staff of the institution,
ortheirdelegated agents.

Eligible depositors must deposit bibliographic metadataforall their publications.

The administratoronly vetsitemsforthe eligibility of authors/depositors, relevance to the
scope of St George's Repository, valid layout & format, and the exclusion of spam.

The validity and authenticity of the content of submissionsis the sole responsibility of the
depositor.

Items can be deposited atany time, but will not be made publicly visible until any publishers'
or funders'embargo period has expired.

If St George's will doits bestto not infringe anyone's copyright and/or moral rights. To this
end, we will remove content foranylegal oradministrative reason as quickly as possible.

Preservation Policy

1

Items will be retained forthe lifetime of the repository.

SORA will try to ensure continued readability and accessibility.
e Itemswill be converted as necessary to ensure they can be read by computer
systemsinthe future;
e It may notbe possible to guarantee the readability of some unusual file formats.

SORA regularly backs up its files accordingto current best practice.

Items may be removed atthe request of the author/copyright holder, but thisis strongly
discouraged.

Acceptable reasonsforwithdrawalinclude:
e Proven copyrightviolation or plagiarism;
e Legalrequirementsand proven violations;
e National Security;
e Falsified research.

Withdrawnitems are not deleted perse, butare removed from publicview.
Withdrawn items'identifiers/URLs are retained indefinitely.

URLs will continueto pointto 'tombstone’citations, to avoid broken links and toretainitem
histories.



9. Ifnecessary, an updatedversion may be deposited:

The item's persistent URLwill always link to the latest version;
There will be links between earlierand later versions, with the mostrecent version
clearlyidentified.

10. In the event of SORA being closed down, the database will be transferred to another
appropriate archive.

Take-down Policy

1. Ifyou haveanyissuesregardingthe itemsthatare availablein SORA, please notify the SGUL
Repository Team at: sora@sgul.ac.uk or write to:

@)

O O O O

O

The Library,

Hunter Wing,

St George's, University of London,
London,

SW17 ORE,

United Kingdom

2. Pleaseincludethe followinginformationinyourcomplaint:

Your full contact details;
Bibliographicdetails forthe item, including a URL;
Details of the nature of the complaint.

3. Legitimate grounds of complaintinclude:

Proven copyrightviolation or plagiarism;
Legal requirements;

National Security;

Falsified research.

4. Onreceiptofyourcomplaintthe SGUL Repository Team will:

Returnan acknowledgementin writing that the complaint has been received;

Make an initial judgement of the validity of your complaint. Where we believe that
you may have legitimate grounds of complaint we willremovethe item fromthe
publicaccess area of St George's Repository, pending furtherinvestigation. If we
rejectyourcomplaint, we will notify you of this and of our reasons;

If we remove the item from publicview, we will investigate your complaintin full.
This may include seeking professionallegal advice wherewe believe it to be
necessary. We will alsoinform the original contributor of the item about the nature
of yourcomplaint, inorderto give him/heran opportunity torebutit;

We will communicate our decisiontoyou and to the original contributor of the item;

If our investigation findsinyourfavour, we willremove the item from SORA. However, ametadata
record indicating thatthe item was previously stored in SORA willremain visible in perpetuity.
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