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1. PURPOSE 

1.1 The Repository Policy outlines the principles and procedures governing the 

management, deposit, access, and preservation of research outputs in 

ChesterRep.  

1.2 ChesterRep is the research repository of the University of Chester (hereafter 

‘UoC’) and is hosted on Atmire’s DSpace 7.6 platform. It increases the 

visibility of UoC’s research, provides free access to documents and supports 

long-term preservation. 

1.3 ChesterRep is integrated with Symplectic Elements, UoC’s Current Research 

Information System (CRIS). This is an internal system that holds information 

about all UoC’s research activity.  

1.4 The Repository Policy is part of a suite of policies on Open Research 

comprising the Repository, Rights Retention and Management and Sharing of 

Data Policies. 
 

2. SCOPE 

2.1 This policy applies to all research outputs published by students and staff with 

a substantive (fixed term or permanent) post at UoC. It also applies to 

research outputs published by atypical staff (e.g. Visiting Lecturers, Visiting 

Professors and other honorary titleholders etc.) where the affiliation is with 

UoC.  

2.2 For the purposes of this policy, research is defined as: 

“a process of investigation leading to new insights, effectively shared.” 1 

2.3 The definition includes: 

• work of direct relevance to the needs of commerce, industry, culture, 

society, and to the public and voluntary sectors 

• scholarship 

• the invention and generation of ideas, images, performances, artefacts 

including design, where these lead to new or substantially improved insights 

• the use of existing knowledge in experimental development to produce new 

or substantially improved materials, devices, products and processes, 

including design and construction. 

2.4  The definition excludes:  

 
1 This is the REF 2029 definition of research. 

https://2029.ref.ac.uk/
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• routine testing and routine analysis of materials, components and processes 

such as for the maintenance of national standards, as distinct from the 

development of new analytical techniques 

• the development of teaching materials that do not embody original research.  

2.5 Research outputs that have been published whilst employed at UoC must 

be deposited to ChesterRep even if they are not in scope of the Open 

Access Policy. See section 3 for further deposit requirements.  

 

3. CONTENT POLICY (what is held in ChesterRep) 

3.1 The deposit of the following research outputs is mandatory: 

• Articles (peer-reviewed and preprints) 

• Conference papers  

• Books and book chapters 

• Datasets 

• Theses  

• Reports and working papers 

• Creative works and multimedia (e.g. exhibition material, music scores, 

audio-visual items). 

3.2  The deposit of the following research outputs is optional: 

• Book reviews 

• Editorials  

• Special journal issues 

3.3 The deposit of the following research outputs is not permitted:  

• Unpublished conference material 

• Conference abstracts 

• PowerPoint presentations 

• Teaching and learning material 

• Any research outputs published before employment start date at UoC. If 

you have published a longform output (e.g. book or chapter) before 

coming to UoC, please get in touch with LIS Research Support. 

3.4 Permitted manuscript versions include:  

• Version of Record (VoR) - the final published version. 
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• Author Accepted Manuscript (AAM) - the final peer-reviewed draft, also 

known as a postprint. 

• Preprint - not peer-reviewed. 

3.5 For non-traditional research outputs, such as datasets, software and 

multimedia, submitted versions and working drafts are also permissible.   

3.6 Please refer to the Appendix of this Policy for a summary of the expectations 

on the deposit of outputs and version types.  
 

4. SUBMISSION POLICY (information on depositing items) 

4.1 Staff should deposit research outputs via their Symplectic Elements profile. 

4.2 Staff without a Symplectic Elements profile and students should contact LIS 

Research Support (researchsupport.lis@chester.ac.uk) for details on how to 

deposit. 

4.3 UoC mandates that the following research outputs are deposited within 10 

weeks of acceptance for publication:  

• Journal articles 

• Conference papers with an ISSN and ISBN. 

• Chapters 

• Monographs (single-authored books). 

These research outputs are in-scope of the institutional Open Access Policy. 

4.4 Any other mandatory research output types not mentioned above must still be 

deposited promptly.  

4.5  Authors should only deposit research outputs they have authored or co-

authored. This can be done via Symplectic Elements or by emailing your co-

author(s). Check that a co-author also based at UoC has not already 

deposited the research output. When a research output is deposited, it will 

appear on the Elements profiles of all UoC co-authors. 

4.6 It is the responsibility of the author depositing a research output to ensure that 

they have the required information to complete the mandatory fields. These 

are indicated with a red asterisk in Symplectic Elements. 

4.7 The full text of the research output or dataset should be deposited with the 

metadata. LIS Research Support will check that the version type, metadata, 

embargo (where relevant) and copyright licence are correct before making a 

record live. Files will not be made publicly visible until a funder or publisher 

embargo has expired. 

mailto:researchsupport.lis@chester.ac.uk
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4.8 Third-party copyright is the responsibility of the author(s). Any copyright 

violations are the responsibility of the author(s).  

 

5. METADATA POLICY (describing items in ChesterRep) 

5.1 Anyone can access metadata on ChesterRep free of charge. 

5.2 The metadata may be reused in any medium without prior permission for non-

commercial purposes provided a link to the original metadata record is given.  

5.3 The metadata may not be reused for commercial purposes unless permission 

is granted by UoC. 

 

6. DATA POLICY (for full-text and other full data items) 

6.1 Access to some items is restricted either permanently or temporarily in 

accordance with copyright, publisher or funder requirements. Items that are 

not restricted can be accessed by anyone free of charge. 

6.2 Generally, repository content, including the bibliographic record, can be: 

• Reproduced, displayed or performed, and given to third parties in any format 

or medium 

• Used for personal research or study as well as other educational and not-for-

profit purposes without prior permission or charge. This is provided:  

o The authors, title and full bibliographic details are given 

o A hyperlink and/or URL are given for the original metadata page 

o The content is not changed in any way 

o Any copyright statement attached to the items is clearly stated.  

6.3 Repository content available for wider use will include a clear rights statement 

or a Creative Commons licence. Users must adhere to the terms of the 

licence (which will be tagged to the record). Different permissions apply 

depending on the licence or statement accompanying the item.   

6.4 Content may not be reused for commercial purposes unless permitted by the 

item’s copyright licence. 

6.5 Mention of ChesterRep is appreciated but not mandatory.  

 

7. PRESERVATION POLICY 

7.1 Administrators of ChesterRep will try to ensure continued readability and 

accessibility. Items in proprietary or obsolete formats will be migrated to open, 

standard formats to guarantee future access. It may not always be possible to 

guarantee readability for some unusual file formats.  
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7.2 Files on ChesterRep are regularly backed up from the repository’s production 

instance into cold storage (Amazon Glacier). Backups can be restored from 

the most recent restore point, usually one to two days behind the current state 

of the repository. ChesterRep has 450GB of total server storage consisting of 

100GB of uploaded repository content and 350GB for standby and testserver 

storage and backups. 

7.3 Changes to a deposited item are usually not permitted, but authors can 

contact LIS Research Support (researchsupport.lis@chester.ac.uk) to request 

the replacement of an existing document or version where necessary. The 

original URL will be linked to the latest version, and an admin note recording 

the version change will be added to the metadata.  

7.4 Content will not normally be removed, but valid grounds for removal are 

outlined in the takedown policy (see Section 8).  

7.5 Withdrawn items are removed from public view, but identifiers/URLs are 

retained indefinitely along with internal notes explaining the reason for 

withdrawal. 

7.6 Errata and corrigenda lists may be added to, or included in, the original 

record. 

7.7 In the event of ChesterRep being closed down, best efforts will be made to 

transfer and integrate all content to an alternative appropriate repository. 

 

8. TAKEDOWN POLICY  

8.1 Every effort has been made to ensure that any materials deposited: 

• Are made available in accordance with publishers’ policies and with 

permission from rights holders. 

• Do not infringe on third-party property rights or any other types of 

infringement under UK law (including but not limited to other intellectual 

property laws, confidentiality, data protection, obscenity, defamation or 

libel).  

8.2  Please notify the repository administrators if you have a complaint. Grounds 

for complaint include: 

• A breach of publishers’ rules and regulations (for example, an embargo 

breach, or a final publisher version being made available when only a pre- 

or post-print is allowed) 

• A violation of intellectual property rights (including moral rights or 

copyright) 

• A legislative breach (for example, data protection or defamation) 

• Matters of National Security 

mailto:researchsupport.lis@chester.ac.uk
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• Falsified research, plagiarism or failure to follow ethical guidelines. 

8.3  All complaints should be made in writing by email or letter. Please provide the 

following information:  

• Your contact details  

• Full details of the ChesterRep research output of concern, including the 

author and title   

• The exact URL (website address) where you found the material  

• The nature of your complaint  

• If you are complaining about breach of your own copyright, please state 

that you are the rights owner or are authorised to act for the rights owner.  

8.4  For complaints by email, please contact researchsupport.lis@chester.ac.uk 

and use the email header ChesterRep Takedown.   

8.5  For complaints by letter, please write to:  

FAO: ChesterRep Administrator (Takedown)  

Seaborne Library  

Learning and Information Services  

University of Chester  

Parkgate Road  

Chester CH1 4BJ  

 

8.6 On receipt of your complaint, the following procedure will be invoked:  

1. ChesterRep will acknowledge receipt and make an initial assessment of the 

validity and plausibility of the complaint, possibly taking legal advice.  

 

2. The material will be temporarily removed from ChesterRep pending an 

agreed solution.  

 

3. The administrators will attempt (where possible) to contact the contributor 

who deposited the material. The contributor will be notified that the material is 

subject to a complaint.  

 

4. The complainant and the contributor will be encouraged to resolve the 

issue swiftly and amicably and to the satisfaction of both parties, with the 

following possible outcomes:  

 

a. The material will be returned to ChesterRep unchanged.  

b. The material will be returned to ChesterRep with appropriate changes.  

c. The material will be permanently removed from ChesterRep.  

d. If the contributor and the complainant are unable to agree a solution, the 

material will remain unavailable through ChesterRep until a time when a 

mailto:researchsupport.lis@chester.ac.uk
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resolution has been reached. 

 

9. ROLES AND RESPONSIBILITIES 

• LIS Research Support: ChesterRep’s administrators who oversee 

operations, metadata quality and user support. Please email: 

researchsupport.lis@chester.ac.uk.  

• Authors/Depositors: Responsible for ensuring accuracy and compliance with 

deposit requirements. 

• Atmire: Provides the repository’s technical infrastructure. 

 

10. REVIEW AND UPDATES 

This policy will be reviewed biennially or as needed to reflect changes in institutional, 

legal or technological contexts.  
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APPENDIX – GUIDANCE ON WHEN AND WHETHER TO DEPOSIT ITEMS TO CHESTERREP 

Publication 
type 

Deposit to 
ChesterRep 

Must be deposited within 
10 weeks of acceptance 
 

Permitted versions 
to deposit 

In-scope of the UoC’s 
Open Access Policy (see 
here) 

Articles 
 

Mandatory Yes AAM, VoR or preprint 
 

Yes 

Conference 
papers (in 
journals and 
proceedings) 
 

Mandatory Yes AAM or VoR Yes 

Chapters 
 
 

Mandatory Yes AAM or VoR 
 

No 

Books Mandatory Yes 
 

AAM or VoR No 

Theses  
 

Mandatory N/A N/A No 

Reports and 
working papers 
 

Mandatory No AAM, VoR or submitted 
version 
 

No 

Creative works 
and multimedia 
 

Mandatory No AAM, VoR or submitted 
version 
 

No 

Book reviews 
 

Optional No AAM or VoR No 



 
 

9 
 

 

*AAM = Author Accepted Manuscript (accepted version). This version is available following acceptance and incorporates any changes 

proposed by peer reviewers. However, it won’t contain any of the publisher’s logos or typesetting. It is often a Word document.  

VoR = Version of Record (published version). The ‘final’ version of the work, which is made openly available on the publisher’s website, often 

following the payment of a processing charge.   

Submitted version and preprint = versions that have not been peer reviewed yet. Preprints are often published Open Access on specialist 

preprint servers.  

Editorials 
 

Optional No AAM or VoR 
 

No 

Special journal 
issues 
 

Optional No AAM or VoR No 

Unpublished 
conference 
material 
 

Not permitted No N/A No 

Conference 
abstracts 
 

Not permitted No N/A No 

PowerPoint 
presentations 
 

Not permitted No N/A No 

Teaching and 
learning material 
 

Not permitted No N/A No 

Outputs 
published before 
UoC start date 
 

Not permitted No N/A No 


