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Course Rationale

This course introduces students to the theoretical principles, methodologies, and practice supporting the work of archivists, records managers, and other records professionals; theory, methodology, and practice are the key elements of archival knowledge – each of these elements influencing the others. The course emphasizes the history and changing nature of records and record-keeping and more recent manifestations of the broader concept of document.  It is essential that individuals preparing for careers as archivists and records managers (as well as the related fields of information resources management and knowledge management) understand what a record is, how the concept of a record has changed or remained the same, and how systems governing the creation and use of records have changed and are changing.  Likewise, they must be able to distinguish transactional records from other information documents and understand the differences in and implications of administering records and documents.

Archival and current records relate to, but are not exclusive to, the concept of “documents” many information professions now use to characterize their work. Documents can be interpreted as ranging from traditional records, publications, and Web sites to personal knowledge and corporate memory. Document management is essential to the broader notions of information and library science, information resources management, and knowledge management, and it is critical to understanding the nature and scope of archives and records management.  As well, and throughout the course, there will be discussions of emerging new document forms and the implications for archivists and records managers.  The course also will introduce students to how various disciplines view records, documents, and archives, especially the latter concept.  While records professionals can focus on rigid notions of what constitutes an archives, for example, there is much to be learned by examining how other disciplines have adopted broader notions of the archive.

The primary purposes of this course are to serve as 1) an introduction to archives and records management work and the supporting professional communities and 2) the foundation course for the archives, preservation, and records management (ARM) specialization track in the MLIS degree program in this School.  As such, this course is designed to assist students in the APRM specialization to begin their program of study.  The course also will be of benefit to help students more interested in the preservation management specialization track gain a basic understanding of the work archivists and records managers do.  The course also can assist other library and information science students gain an appreciation of archival and records management work, especially as many information professionals are often given some responsibility for administering the records of their organizations or have to contend with the challenges of long-term maintenance of both traditional and digital records and information management (RIM) systems.

The course also seeks to assist students to place the archives and records management professions within the context of the information professions; the disciplines of information science, library science, historical studies, and cultural studies and the professional and scholarly literatures that support these fields; and the early twenty-first information age and the transition between print and digital and the tensions between cyber-memory and public memory.  Students will be oriented to the expanding studies exploring these topics in a manner preparing them to draw on this literature as they confront new challenges and face difficult issues in their future professional careers, including the debates about new disciplines emerging or old ones converging as more complex digital information systems emerge, are transformed, and are replaced by yet newer systems.  The focus in this course will be orienting students to the continuing efforts to maintain documents, records, and archives over time and through all these changes. 

Course Goals

Students will learn about the differences and similarities between archivists and records managers and other information professionals; how organizational records and personal manuscripts share common traits and principles as records; the importance of records in the modern information age; what records management is and what records professionals do; the history and development of recordkeeping systems; the place of records professionals in the information professions; how archives and records management is broadly applied in a variety of institutional settings (government, corporate, college and university, and non-profit); and archives and records management as important functions in organizations and society.

This course will also prepare students to take more advanced courses dealing with archival, preservation, and records administration issues and to be able to work effectively in environments that include archival, records, and information management programs.  The course is an introduction only, and students seriously considering careers in archival and records management work must plan to take additional courses offered by the School.  A description of the prescribed set of courses for the archival studies program is available at http://www.sis.pitt.edu/%7Edlis/academics/specializations/archives/archives.html. There are courses in archival appraisal; archival representation; archival access, advocacy, and ethics; library and archives preservation; preservation management; digital preservation; museum archives; and photographic archives.  Some new elective courses are also being planned starting in the Summer 2009 term.

Not all students taking this course plan to continue in the archives, preservation, and records management specialization.  Why would students consider doing this and how can they benefit by taking the course?  Many librarians and other information professionals working in a variety of institutional settings will find themselves facing archives, records, or preservation management issues, and this course will provide a useful background for assisting them to consider such matters.  Many information professionals also will find themselves in situations where they are working with archivists and records managers, and this course will enable them to understand in a more informed fashion the nature of their colleagues’ work.  However, this course should not perceived to be a single course preparation for archives, preservation, and records management careers or all that is needed to enable individuals to work as archivists, records managers, or preservation administrators.  It is an introductory course, and it will, by necessity, glide over (in an introductory fashion) many complex and difficult issues that advanced courses will deal with in more depth later in the academic year.
Course Requirements and Grading: Overview
Course requirements include the following:

· preparing to discuss required reading assignments and full participation in class discussions, whether speaking in the classroom or contributing to the online discussion by posting to the discussion boards or blogs.
· writing a brief (3-5 pages) paper on “Why I Want to Be a Records Professional.”  This will be an opportunity to articulate your ambitions and career goals, as well as state your expectations for the academic preparation useful in meeting these goals. Non-archives and records management students can write their paper on why they are taking this course, describing how it relates to their own career objectives.  This assignment will be graded on writing clarity (the other two written assignments will be graded by quality of content, research approach, and clarity of writing).
· writing a short paper (8-10 pages) based on a visit to the archives of your choice,   reviewing its Web site, describing the archives’ mission and the various activities it engages in to meet that mission.  The student should interview an archivist to learn about how the programs and activities support the archives’ mission and address what they now know about why they are interested in working in this kind of archival program.
· writing a brief (10-12 pages) critical bibliographic essay about a particular type of archives, such as academic, museum, corporate, government, historical society, historic site,  any specific preservation and access issue raised by a particular archival format, or a particular archival concept, such as appraisal, ethics of access, acquisition, etc.
The final course grade will be based on the various writing assignments and class participation, based on a scale of 100 total points, as described below:

Grade Point Distribution

	Class Participation
	20 points

	Why I Want to Be a Records Professional
	20 points

	Archives Visit Paper
	30 points

	Critical Bibliographic Essay
	30 points


The grading scale being used in this course is as follows:

Grading Scale

	A+
	95-100

	A
	90-94

	A-
	85-89

	B+
	80-84

	B
	75-79

	B-
	70-74

	C+
	65-69

	C
	60-64

	C-
	55-59

	D
	50-54

	F
	Less than 50


The number of points awarded the written assignments depends on four factors: writing clarity, creativity, thoroughness of the literature review, and adhering to the specifics of the assignment requirements specified in the syllabus and in class session discussions.  Students will be given specific written feedback on each assignment and explanation of the instructors’ evaluation.  The number of points awarded class participation is dependent on two factors: quality of participation and regular (weekly) participation in class session and on online discussion boards.
Students will be able to track their own grades during the course by checking the Gradebook in Courseweb.
Course Requirements and Grading: Class Participation
Class participation sometimes causes problems for students.  Class participation is critical because it enables the instructors to assess verbal communication and interpersonal skills (something always asked about in references by prospective employers), as well as enriching the learning environment of the classroom.  This grade will be dependent on the instructors’ evaluation of the student's participation in class and online and other opportunities to assess the student's progress (such as individual meetings and discussions).  Every student will have the opportunity to participate in discussions throughout the course, including by responding in class, posting to the weekly discussion boards or posting to the course blog.  Students should use the weekly discussion boards  to relate the assigned readings to the posted discussion questions.   These will be more critical and more structured than postings to the course blog.  The blog will give students the opportunity to respond to current events as they relate to archival topics in a less formal way.

Course Requirements and Grading: The Papers

All written assignments will be posted to the appropriate Assignment Tool in Courseweb.

Assignment 1.  “Why I Want To Be a Records Professional.”  The brief paper on how the student became interested in pursuing an archival career is intended to provide the instructor with additional background about individual students, as well as enable him to assess a student’s ability to write clearly and cogently.  This brief paper is not intended to be a research paper (although students should cite any quotations or other mentions of publications and sources).  Students can present their background and interest in the archives, preservation, and records management field in any way they deem fit.  Students who are not in the archives, preservation, and records management track can describe why they are taking this course and their own career objectives.  
The Due Date for this short paper is 8 September, Week 2.
The other two papers are intended to enable the student to do in-depth reading and study on a single aspect of archival administration or records management of interest to the student or relating to their own career goals and objectives (or that has been determined by discussion between the instructor and the student).  
Assignment 2.  Archives Repository Assignment.  The student can select a kind of archival repository he or she is interested in as a career track, visit the repository, read about its history, services and projects and examine its mission.   Students should interview an archivist working at the repository, examine its Web site.
The Due Date for the Review of the Archives Repository Assignment is 6 October, Week 6.

Assignment 3.  Critical Bibliographic Essay.  The third paper should be well-focused on a function, principle, topic or historical aspect of some archival work and its importance; review the literature that reflects both key points of this aspect of archival administration and the development of archival theory on this principle or function; evaluate the literature's strengths and  weaknesses, including any conclusions about research and other needs in  the profession; and, finally, assess how that literature would be useful to the staff of an archives or historical records program or other information professional.  Students may also continue their work from the Archival Repository Assignment and base their bibliographic essay on a particular type of archival repository.  

In the bibliographic essay, students must show evidence of having read thoroughly at least twenty articles and, if appropriate, several monographs or textbooks for this paper.  In reality, students will probably need to scan the professional literature on any given topic far beyond this quantity of publications in order to identify the most important writings, research, and theory on the topic. 

The Due Date for the Critical Bibliographic Essay is 24 November, Week 13.
Students should plan on meeting with (or for online students, contacting the instructor via e-mail) the instructor to discuss their paper in order to evaluate their progress; this meeting can be in-person or via e-mail. The instructors will not read drafts of the papers.

Grading rubric for Assignment 3, Critical Bibliographic Essay
	Objective 
	Guidelines
	Maximum Points

	Organization and Style
	The paper is clear and easy to read.  An excellent paper will show evidence of careful proofreading (free of typos), correct word usage (including possessives), and proper use of the Chicago Manual of Style format, especially for footnotes and bibliography.  Contains a strongly written introduction and conclusion which unifies the themes of the paper.
	5 Points

	Research
	Student demonstrates that he/she has performed a sufficient amount of research to write a literature review.  An excellent paper will show this by having adequate citations (typically at least 20 sources reviewed in paper – not just cited to demonstrate relevancy or make a point.
	5 Points

	Breadth of Knowledge
	Student has identified a topic relevant in archival studies in accordance with the above instructions.  Paper clearly shows familiarity with the major works in this literature.  An excellent paper will provide critical analysis of the literature 
	10 Points

	Relevancy 
	Student is able to demonstrate the relevancy of their topic and the literature which they chose to review.  Additionally, an excellent example will have a unifying theme running throughout the paper – and will not read like a series of short book reports strung together.
	10 Points

	Total Possible Grade
	
	30 Points


Course Requirements and Grading: Doctoral Students

The primary assignment for any doctoral students taking this course is to prepare a major publishable paper of 25-35 pages on any aspect of archives, preservation or records management approved by the instructors.  Papers completed by doctoral students should possess greater depth in reading, understanding, methodology, and other aspects characterizing a scholarly essay.  The doctoral student should be able to explain why and how the paper fits into a longer plan of study leading to his or her dissertation topic, or present their plan for how they might be exploring or experimenting with a topic as part of their larger research program (even if the paper is not part of their dissertation work, doctoral students should plan on preparing a publishable essay).  Doctoral students must identify their topic by September 15, Week 3, by posting to the appropriate Assignment Tool in Courseweb.  The final paper is due on December 1, Week 14.  Doctoral students must also participate in class discussions.

Doctoral students do not need to prepare any of the other papers described in this syllabus.  However, they may be asked to present an abbreviated version of their paper to an appropriate course in the Spring 2009 term.

Course Requirements: Deadlines for Papers

Masters students must adhere to the following schedule in submitting their three short papers.  

Master Students Paper Deadlines

	Why I Want to Be a Records Professional
	September 8, 2008

	Archives Visit Paper
	October 6, 2008

	Critical Bibliographic Essay
	November 24, 2008


Doctoral Students Paper Deadline

	Major Paper
	December 1, 2008


Students who are working at an archives/historical manuscript repositories or records management programs may select the option of writing an analysis of some aspect of their employing institution (assuming they have permission to do so); if the student is interested in this, he or she must be prepared to reflect the relevant literature and must present to the instructor a proposal for his approval.

Students in the Pittsburgh region will be provided a working list of archives and related institutions they can work from for the purpose of their visit.  Online students can propose to the instructors visiting an archives or an institution with an archives in their own geographic area.  Students should consult the “Repositories of Primary Sources,” a site “listing . . . over 5000 websites describing holdings of manuscripts, archives, rare books, historical photographs, and other primary sources for the research scholar,” at http://www.uidaho.edu/special-collections/Other.Repositories.html. 

Course Requirements: General Requirements for Writing Papers

All the various papers should be well written, footnoted, and prepared according to the most recent edition (15th) of the Chicago Manual of Style.  It is the student's responsibility to meet these requirements, representing graduate level work.  While the instructors are open to advising students about the preparation of such papers, the student taking courses at the graduate level is expected to be able to prepare acceptable essays conforming to a particular style manual.  However, there are a number of issues students should keep in mind as they write their papers, including the following:

· Explain why you are selecting a particular published or unpublished source: is it representative, atypical, or what?

· Make sure you do not make broad assumptions without searching the literature to support such a view.

· Do not make broad statements that are the subject of another disciplinary areas' research; examine such literature to support your assertions.

· Identify the authority of the individuals you cite in your papers; consider their background and the perspective they may represent.

· Make sure the paper has a logical structure with a thesis or focus.

· Proof for careless spelling and grammatical mistakes.

· Do not try to develop a paper by stringing extensive quotations throughout the paper; instead, you should summarize and evaluate the sources you cite.  It is more important that you reflect your thinking about the topic.

· Make sure you have done adequate bibliographic searches.

· Do not rely too heavily on assigned readings provided in the course syllabus.

· Visit with (or an on-line student, contact) the course instructors if you think you are missing an important area or to discuss leads to relevant literature.

· Distinguish between research and opinion-based literature.

· Make sure you note the time periods essays and books were published; do not treat as current an essay published in 1977 unless you have substantial evidence that it represents a current viewpoint.

· You do not need to footnote every reference to every publication.

· Do not cite class notes as authorities in your papers (the instructor knows his own viewpoints).

· Make sure you have examined the archival or records management literature.

All papers will need to be submitted electronically via the Courseweb Assignment tool. On-campus students should be prepared to submit their papers both in paper and electronically.  Students will be provided some additional advisory materials about critical bibliographical and professional essay writing.

Course Requirements: Advice on Selecting a Paper Topic

Because many students struggle in the identification of an appropriate topic for their papers, the instructors offer some additional guidance about the assignment. 

The student should seek to narrow his or her topics as much as possible.  In other words, the student should avoid selecting a broad subject discussed in hundreds of articles, numerous books, and many special reports.  Students should expect to be continually narrowing or focusing their paper topics as the course progresses, and this will require that students begin in-depth reading (beyond the course reading assignments) as soon as the course starts. 

Most importantly, students should use the paper assignments as an opportunity to explore areas of professional development they think they may want to pursue as they enter into the job market.  Some students might wish to examine in greater detail the type of archives, preservation, or records management area they believe they want to work in; other students might want to consider issues, concepts, controversies, or case studies of interest to them.  The key is for students to work on topics they are interested in or think they might possess a greater interest in.  The writing assignments in this introductory course are designed to assist students to explore their professional interests while building a foundation in the knowledge supporting archives, preservation, and records management work.
Students sometimes struggle to determine how to prepare and present their papers.  There are examples of published essays students could examine and use as general guides in learning to prepare critical bibliographical essays. Students writing essays that are reviews of the published literature on a particular topic might want to examine Richard J. Cox, "American Archival History: Its Development, Needs, and Opportunities," American Archivist 46 (Winter 1983): 31-41 as an example of this kind of essay. Students writing essays that compare basic archival or records management functions to related or similar functions in other fields should examine Richard J. Cox, "Researching Archival Reference as an Information Function," RQ 31 (Spring 1992): 387-97. Students writing about a particular archival or records management concept should read James O'Toole, "On the Idea of Permanence," American Archivist 52 (Winter 1989): 10-25.

Students who are committed to the concentration in archival, preservation, and records management studies in the MLIS program should plan on (if possible) researching one or more areas that can be explored through the course of the three- term program.  For example, a student interested in macro-appraisal approaches in a particular kind of archival setting could prepare a preliminary general paper on this topic in this course, expand the paper in the Archival Appraisal course offered in the Spring Term by analyzing how macro-appraisal has been utilized in science, technology, and medical archives, and explore this matter still further by considering the success of the appraisal methodology in a particular institutional or media format in the Summer Term.  There may be the possibility for a student to finish the program with a publishable paper based on a thorough review of the archival and other appropriate literature and research application in a particular area repository.

Students who are considering various kinds of archival programs (such as museum or academic archives) or particular aspects of archival work (such as archival descriptive standards or reference) may want to use these papers as opportunities to explore these areas in greater detail.  For example, a former student interested in labor and business archives prepared a detailed assessment of labor archives.  Ben Blake, a 2006 MLIS graduate in the archives track, had his essay "The New Archives for American Labor: From Attic to Digital Shop Floor" published in The American Archivist 70 (Spring/Summer 2007): 130-150.  This paper won the 2006 Theodore Calvin Pease Award from the Society of American Archivists for the best student paper; Ben now works as an archival specialist in the Pictorial Collections and Photographic Services Department of the Hagley Museum and Library in Wilmington, Delaware. 
Course Requirements: Class Participation and Discussion

Class discussion will primarily focus on the readings required for this course. Each week's list of readings also includes some basic questions to guide the student in his or her thinking. However, students will also be required to read weekly the discussions on electronic listservs and other online discussion communities devoted to archival and records management theory and practice.

To subscribe to the Archives ListServ, students should go to http://www.archivists.org/listservs/arch_listserv_terms.asp and follow the instructions for subscribing. You will receive a response that you have been subscribed and additional information on how to post messages and other activities.  

Students should review the network postings prior to class and be prepared to comment on them during the first part of each class.  Students should bear in mind that the Archives ListServ is not completely representative of the American archival community; rather it reflects archivists who have chosen to participate in its discussions.  Students should also keep in mind that postings to the ListServ are not comparable to published research or conference presentations, but they tend to be more like chitchat in the employees' lounge.  Still, the Archives ListServ can provide a glimpse into some of the opinions held by and attitudes reflected by archivists in this country.  It also often features notices on recent publications, projects, and other activities that might be of use to archives students.  Students can also search the Archives of the Archives & Archivists listserv at http://listserv.muohio.edu/archives/archives.html to examine past discussions.

There is also a Records Management List.  Students can subscribe to this listserv by going to http://www.arma.org/rim/listserv.cfm and following the directions for subscribing.  As with the Archives list, the Records Management list also represents the views of self-selected participants.

Class discussion will occur both in the on-campus and on-line venues.  The instructors will present questions in class sessions concerning the assigned readings, but it is also the obligation of students to read and reflect in preparation for the class sessions and come prepared with questions and issues they wish to discuss in greater detail.  The assigned readings are designed to generate such thinking.  Reading the listservs also will stimulate students to consider professional issues in the archives, preservation, and records management fields.
Course Requirements and Grading: Incompletes

Students will not pass the course unless they have satisfactorily met all the requirements described in this syllabus.  Students may opt to take an incomplete provided the following criteria are met:

1) the instructors are informed of the student's interest or need to do this by week twelve (November 17, 2008) of the course;

 2) the incomplete assignments are completed within four weeks of the end of the course (January 9, 2009). 

Extenuating circumstances or other valid reasons for not making up the course assignments will be considered by the instructors, but the student will be required to provide evidence of the severity of the circumstances preventing the student from completing the assignments. No incomplete grades will be given for this course, unless there are dramatic or emergency circumstances affecting a student's ability to meet course requirements. 
 

Course Readings and Book Purchases

Students are expected to read a number of books in order to gain a firm understanding of the nature of archival knowledge as well its continuing evolution, especially as it relates to records and other varieties of information resources management.  Students should use this program as an opportunity both to develop their own knowledge as well as to build a professional library for their own future use. 

Books to be read can be ordered from the online bookstore of the student's choice, such as Amazon.com, or acquired at a local bookstore. The instructor encourages students to purchase as many of the texts and related publications as possible to support the development of personal professional libraries.  Students can save money on these purchases by acquiring these texts through one of the online bookstores.  All of the books are available through the University of Pittsburgh bookstore, for the convenience of students.  Twenty copies of each title have been requested to be available at the university bookstore.  Students can join the Society of American Archivists and acquire SAA publications directly from its publications catalog (http://www.archivists.org/catalog) at a discount.

The instructor understands that buying all of the various publications can be expensive.  This is why all readings are also available on reserve at the SIS Library.   However, based on considerable experience, the instructor strongly suggests that students opt to build personal professional libraries for later use; the majority of books assigned for reading in this course are basic texts students will want to consult for later courses and in their own professional careers.

Here are the required books:

James M. O'Toole and Richard J. Cox, Understanding Archives and Manuscripts, 2nd ed. (Chicago: Society of American Archivists, 2006). 

Randall C. Jimerson, ed.  American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000).

Michael Kurtz, Managing Archival and Manuscript Repositories (Chicago: Society of American Archivists, 2004).

Frank Boles, Selecting and Appraising Archives and Manuscripts (Chicago: Society of American Archivists, 2005).

Mary Jo Pugh, Providing Reference Services for Archives and Manuscripts (Chicago: Society of American Archivists, 2005).

Kathleen Roe, Arranging and Describing Archives and Manuscripts (Chicago: Society of American Archivists, 2005).

Richard Pearce-Moses, A Glossary of Archival and Records Terminology (Chicago: Society of American Archivists, 2005).  

The Nelson Mandela Foundation, A Prisoner in the Garden (New York: Viking Studio, 2006).

John Seely Brown and Paul Duguid, The Social Life of Information (Boston: Harvard Business School Press, 2000). 

Elizabeth Shepherd and Geoffrey Yeo, Managing Records: A Handbook of Principles and Practice (London: Facet Publishing, 2003) or Carol E. B. Chosky, Domesticating Information: Managing Documents Inside the Organization (Lanham, MD: Scarecrow Press, 2006)
JoAnne Yates, Control Through Communication: The Rise of System in American Management (Baltimore: Johns Hopkins University Press, 1989).

James R. Beniger, The Control Revolution: Technological and Economic Origins of the Information Society (Cambridge: Harvard University Press, 1986). 

Cass R. Sunstein, Infotopia: How Many Minds Produce Knowledge (New York: Oxford University Press, 2006).
Besides these publications students taking this course might also want to peruse past postings and stay current with new postings of the instructor’s “Reading Archives” blog.  You can find this blog at http://readingarchives.blogspot.com/.  Its purpose is stated as follows: With this blog, I am planning to offer, as regularly as possible, critical observations on the scholarly and popular literature analyzing the nature of archives or contributing to our understanding of archives in society.  I hope this blog will be of assistance to anyone, especially faculty and graduate students, interested in understanding archives and their importance to society.  I hope students will comment on the postings, suggesting different perspectives or reflecting on other publications related to the specific topic or the broader importance of archives in society.  I plan on making postings, from time to time, reflecting my own research and writing or recommending areas and topics that seem ripe for new research.  As part of this, I intend to comment occasionally on the work that my own doctoral students are engaged in. (The instructors will discuss some of the blog postings as they are relevant to the course).

I am not planning to comment on basic practice manuals, technical guides, or best practice reports; these have been described in my monthly column published in the Records & Information Management Report, a technical report I edited and that was published by M.E. Sharpe through 2007.  

Every effort will be made to introduce students to the seminal writings in the archives and records management fields.  The various texts required for this course discuss some of these writings.  Students should be conversant with the bibliographic essay in James M. O'Toole and Richard J. Cox, Understanding Archives and Manuscripts, 2nd ed. (Chicago: Society of American Archivists, 2006), pp. 147-193 and they might also examine the somewhat outdated “Resources for Archival & Records Management Studies: Readings & Web Sites,” available at http://www.sis.pitt.edu/~rcox/RESOURCESPreface.htm. 

Course Evaluation

All students will have an opportunity near the end of the course to complete an online questionnaire administered by the University of Pittsburgh Office of Measurement and Evaluation.  This questionnaire is confidential and anonymous and the instructors do not receive the results until after the course is over and grades have been submitted.  The instructor considers seriously the students’ evaluation of the course for future offerings of the course.  
During the last scheduled class session, the instructors will provide an opportunity for open discussion about the course.

Students with Disabilities

If you have a disability for which you are requesting an accommodation, you are encouraged to contact both the instructor and the Office of Disability Resources and Services, 216 William Pitt Union – 412-648-7890 or 412-383-7355 (TTY) – as early as possible in the term.  DRS will verify your disability and determine reasonable accommodations for the course.

 

THE COURSE

Week One August 25, 2008
Orientation to the Course; Review of Course Requirements; The Purposes and Objectives of Archives and Records Management; The Nature of Archival and Records Management Programs; Online and On-campus Student Expectations; Discussion of First Writing Assignment
There is no class on September 1, 2008 due to the Labor Day holiday.

Week Two September 8, 2008
The Power of Records in Society

Lecture: Richard J. Cox, “The Romance of the Document”

Students should come prepared to discuss how records and recordkeeping systems impact their daily lives.  Prepare a list of the records created on your behalf, as well as records that you have created that relate to your personal and professional lives.  If the record was created and maintained by someone other than yourself, what guarantees have you that the record will continue to be maintained in a way that assures the continuing authenticity of the record?

Reading:
The Nelson Mandela Foundation, A Prisoner in the Garden (New York: Viking Studio, 2006).

The brief paper, “Why I Want to Be a Records Professional,” is due on week two of the course.  The paper should be sent to the instructors by posting to the appropriate Assignment Tool in Courseweb
Week Three September 15, 2008
The Concepts of the “Record” and the “Document”

Lecture: Richard J. Cox, “What Will Be the Record in the Digital Future?”

Students should bring in an example of a particular document or record that has had some influence on their lives to this point. The record could be related to their personal life or professional activities, or the document could be something created historically or by an outside agency but that has had some direct impact on their personal or professional lives.
Readings:

John Seely Brown and Paul Duguid, The Social Life of Information (Boston: Harvard Business School Press, 2000). 

Richard Pearce-Moses, A Glossary of Archival and Records Terminology (Chicago: Society of American Archivists, 2005).  Peruse.  Students can access an online version of the glossary at http://www.archivists.org/glossary/term_details.asp?DefinitionKey=1185.

Students are encouraged to acquire a published version of the glossary for their own professional library.

Students may also wish to view Rick Prelinger’s talk, “Are the Archives Doomed?,” describing Prelinger’s notion of the “citizen archivist.”  Rick Prelinger is the founder of the Prelinger Archives, the Board President of the Internet Archive and is the acting directory of the Open Content Alliance. Rick spoke to the University of Pittsburgh on January 26, 2006 regarding, as the title states, the future of archives. This week’s podcast is the audio from Rick’s lecture, in its entirety. This lecture is also available as a webcast through the University of Pittsburgh’s Center for Instructional Development and Distance Education, which you can get here.
Doctoral students should submit a description of their paper topic, in 500 words or less, to the instructor by the third week (September 15) of the course.  Please use the Assignment Tool.
Week Four September 22, 2008
The Archival Mission and Functions; The Sense of a Profession

Lecture: Bernadette Callery, “The Archival Mission”

What can we learn about professional organizations by looking at their websites?  Look particularly at the publications issued by the organization and announcements of conference and other opportunities for continuing professional education.  How do the publications reflect the current issues addressed in the conference proceedings?
Readings:

James M. O'Toole and Richard J. Cox, Understanding Archives and Manuscripts, 2nd ed. (Chicago: Society of American Archivists, 2006). 

Students should visit the Web sites of various professional associations to get a flavor of the community of archivists and records managers, including the Academy of Certified Archivists (http://www.certifiedarchivists.org/), National Association of Government Archives and Records Administrators (http://www.nagara.org/), the Association of Records Managers and Administrators (http://www.arma.org/), and the Society of American Archivists (http://www.archivists.org/).  There will be regular references to the work of these and other professional associations throughout the course.

Week Five September 29, 2008
The Records Management Mission and Functions

Lecture: Richard J. Cox, “The Strange, Convoluted Relationship of Archives and Records Management”

Why have records management and archival studies split apart as professions?  Given the nature of archives and records systems (especially given the core notion of the life cycle or records continuum concept), does it make sense to have separate archives and records management fields?  What are the cultural and other differences between these two professions?  What is the future of these disciplines in the digital era?  How will you, as an archivist or some other type of records professional, deal with these professional boundaries?  
Elizabeth Shepherd and Geoffrey Yeo, Managing Records: A Handbook of Principles and Practice (London: Facet Publishing, 2003) or Carol E. B. Chosky, Domesticating Information: Managing Documents Inside the Organization (Lanham, MD: Scarecrow Press, 2006).
        

Week Six October 6, 2008
A History of Records, Record-keeping Systems and Archives

Lecture: Bernadette Callery, “The History of Natural History Museum Recordkeeping Systems: A Case Study”

Students should reflect on one kind of record in use today that has a longer history. What evidence do we have of how this record has changed in form and purpose, if it has changed, since its origins?  How can we understand this record form or system today apart from its historical evolution?

Reading:

JoAnne Yates, Control Through Communication: The Rise of System in American Management (Baltimore: Johns Hopkins University Press, 1989).

The brief paper, reporting on a visit to and analysis of an archives management program, is due on week six of the course.  The paper should be sent to the instructors by posting to the appropriate Assignment Tool in Courseweb.

Week Seven October 13, 2008
The Twentieth Century Revolution in Records Management

Lecture: Richard J. Cox, “Has There Been a Revolution in Records Management?” 

Students should select one twentieth century technology (such as television, computer, or the World Wide Web) and consider the changes the technology has brought to the ways organizations and people work and function.  Imagine an organization before the advent of the Web or an individual before the mass marketing of television.  Are there substantial differences in the nature of the work of organizations due to various kinds of information technologies – or is it the same sort of work, just performed faster? How do these changes affect transactional records?
Reading:

James R. Beniger, The Control Revolution: Technological and Economic Origins of the Information Society (Cambridge: Harvard University Press, 1986). 

Week Eight October 20, 2008
The Basic Concepts of Records and Archives and Their Management

Lecture: Joel Blanco and Janet Ceja, “Archives, Diversity, Community, and Culture”
Students should come prepared to discuss the nature and organization of either a personal or organizational recordkeeping system, considering such matters as the physical or other (if digital) arrangement, classification, maintenance, and characteristics of the records forms.  Is there a logical, natural, or organic nature of the recordkeeping system?  How do the external regulations or best practices affect the nature of the recordkeeping system? Do these practices differ substantially by country?
Readings:

Randall C. Jimerson, ed., American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000).  Read the general introduction, select a section that interests you or relates in some way to your final paper topic and browse the articles.  Do some of the issues seem outdated to you?  
Archivists have long debated the relevance of theory to their practice.  Students might wish to examine Terry Abraham’s “Archival Theory: Notes Towards the Beginnings of a Bibliography,” available at http://www.uidaho.edu/special-collections/papers/theorybb.htm, to gain some sense of the published benchmarks of this debate.

Week Nine October 27, 2008
Administering Records Programs

Lecture: Bernadette Callery, “Administering an Institutional Archives”

Students should explore online archival resources as if they were researchers looking for source material.  Examine the approaches taken on the websites of archival repositories to describe and promote their holdings.  What techniques are employed by repositories to encourage “discovery” of their resources?  Be prepared to discuss the level of detail provided on these collections, from the general statement of broad subjects collected by a repository to the full text of selected items in the collections.
Students can use the “Repositories of Primary Sources” web site to locate a site of interest (http://www.uidaho.edu/special-collections/Other.Repositories.html).

Readings:

Michael Kurtz, Managing Archival and Manuscript Repositories (Chicago: Society of American Archivists, 2004).

Students should browse through the Archives Association of British Columbia’s “The Archivist’s Toolkit,” available at http://aabc.bc.ca/aabc/toolkit.html, to get a sense of the issues related to administering a small or medium-sized archival program. 

Week Ten 31 October 2008
NOTE: Remember that only FastTrack students will meet on October 31 for this class.  Onsite students will view the video from this class and participate in the online discussion.  Class will not meet on November 3.
Appraising and Scheduling Records

Lecture: Richard J. Cox, “Collecting, Appraising, and Destroying Archives: The Great Archival Challenge”

Students should consider how they would evaluate a letter written by one of their parents decades before and what criteria they should use in determining whether to preserve or destroy the document. This week’s reading stresses the importance of selection in the appraisal process.  Given the time and thought that goes into this process, how would you document the process?  Does this information belong in the finding, the case file accompanying the collection, retention schedule, or somewhere else?  How can you guarantee that your work on a particular collection will be available to those who would review it for re-appraisal?

Readings:

Frank Boles, Selecting and Appraising Archives and Manuscripts (Chicago: Society of American Archivists, 2005).

Week Eleven November 10, 2008
Accessing Records

Lecture: Richard J. Cox, “The Archival Reference Room, Its Functions, and Its Future”

Students should consider how they would go about obtaining access to archives or the current records of an organization?  Where would they start their search?  How has the World Wide Web transformed the process of using archives and records? One of the aspects of archival reference discussed in chapter 6 “Determining access policies” of Mary Jo Pugh’s Providing Reference Services for Archives & Manuscripts is the management of closed collections or those with limited access.  Discuss what policies and procedures you might put in place to assure equality of access to collections with limited access.

Readings:

Mary Jo Pugh, Providing Reference Services for Archives and Manuscripts (Chicago: Society of American Archivists, 2005).

Richard J. Cox, with the University of Pittsburgh Archives Students, “Machines in the Archives: Technology and the Coming Transformation of Archival Reference,” First Monday, 12 (November 2007), available at http://www.uic.edu/htbin/cgiwrap/bin/ojs/index.php/fm/article/viewArticle/2029/1894.

Students might wish to examine Susan Tucker’s “Select Bibliography of User Surveys,” available at http://www.tulane.edu/~wclib/survey.html, to get a glimpse of the range of such studies that have been done in the archives field.

Week Twelve November 17, 2008
Representing Archives

Lectures: Bernadette Callery, “The Essential Elements of an Archival Finding Aid”; Richard J. Cox, “Rethinking the Archival Finding Aid”

Students should reflect on how they would describe a document so that it could be located and used by a researcher.  Why do we need descriptive standards?  Have descriptive standards helped or hindered the use of records? Locate an example of an archival finding aid and compare it with the actual collection.  What type of information would you have added to the guide?  Why do you think it was omitted from the guide?
Readings:

Kathleen Roe, Arranging and Describing Archives and Manuscripts (Chicago: Society of American Archivists, 2005).

Richard J. Cox, “Revisiting the Archival Finding Aid,” Journal of Archival Organization 5(4): 5-32 (2007)

Week Thirteen November 24, 2008
Technology and Archives and Records Management

Lecture: Bernadette Callery, “What Will They Think of Next? E-mail, Listservs, Blogs, and Wikis As Archival Documents”

Not all archival collections are in institutions.  Students should come prepared to discuss how technologies have transformed (for better or worse) some form of their personal recordkeeping (such as digital photography, electronic mail, and blogging).  What kinds of challenges have these technologies created or resolved?  How have the technologies changed, if they have, the nature of personal recordkeeping?

Readings:

Cass R. Sunstein, Infotopia: How Many Minds Produce Knowledge (New York: Oxford University Press, 2006).
There are many different media formats supporting archival documentation, a list that is nearly endless.  Students interested in visual materials, for example, might want to peruse the newsletter, Views, of the SAA’s Visual Materials Section, available at http://www.lib.lsu.edu/SAA/views.html. Students might also want to consider the growing amount of digital information and the challenges such growth imposes, concerns addressed in research projects such as Peter Lyman and Hal R. Varian, “How Much Information 2003?” available at http://www2.sims.berkeley.edu/research/projects/how-much-info-2003/. 

The critical bibliographic essay on some aspect of archives management or a particular kind of archives, preservation, or records management program, is due on week thirteen of the course.  The paper should be sent to the instructors by posting to the appropriate Assignment Tool in Courseweb . 
Week Fourteen December 1, 2008
Professing Archives and Records Management  

Lectures: Richard J. Cox, “The Archival Calling (Locally and Globally)”
How have the various government information policies adopted or proposed since the terrorist attacks of September 11, 2001 affected access to government and other information?  What is the role of the archivist, records manager, or knowledge manager in the post-9/11 world? What are the legal, policy, and ethical challenges facing archivists and records managers in the twenty-first century? How have your own views about archives, preservation, and records management work changed since the beginning of this course?
There are no assigned readings for this class session.  Among other things, the instructor will discuss various challenges facing the records professions and preview the courses for the archives and records management specialization in the Spring 2008 term.

For a sense of the image and role of archives and archivists in society, students might want to examine Richard E. Barry, “Report on the Society and Archives Survey,” January 29, 2003, available at http://www.mybestdocs.com/barry-r-soc-arc-surv-report-030129toc.htm. Here is a description of Barry’s survey and its purpose:

Archives and records centers are faced with extraordinary challenges from the massive, global growth in communication technologies and use of information in both old and new ways. The challenges go beyond traditional understandings of the skills and budgets needed for recordkeeping. Every country is experiencing huge increases in the volume of records produced for changing legal, operational and technological reasons - records that, if properly managed, can provide essential evidence of government operations, help to establish accountability and provide private organizations and individuals with useful information and research resources. 

  
Many recordkeeping professionals are concerned that new, dynamic recordkeeping practices and technologies are not understood outside their community. They see a growing gap between reality and the perceptions of both public policy officials and the public at large – reality in which each year the recordkeeping community looses greater ground attempting to keep up with the rising pace of digital records creation. They fear that, without a change in public understanding and resources to meet skyrocketing demands, their continuing failure to cope will result in damaging losses of evidence of government operations and accountability and, therefore, of public confidence in government. 

 

To help establish how widely these views are held, the author conducted a World Wide Web (WWW) survey internationally from the My Best Docs www.mybestdocs.com website between 6-11 November 2002. The Survey asked for respondents’ understandings of public perceptions of archives/records management centers and their staff. It sought to obtain an indication of perceptions and understandings of society at large and of public officials responsible for organizations that create most records and to discover how various professional disciplines view different strategies for improving those perceptions. The survey was timed to coincide with an international meeting of national archivists and heads of related professional associations on the same subject. There were 671 respondents from all regions of the world - 96% from North America, Australasia and Europe, in that order. One quarter of all respondents also supplied additional comments.

Students also can gain a sense of the state and scope of the American archival profession by examining the 2004 census carried out by the Society of American Archivists, with interpretative essays published in the March 2007 American Archivist and available online at http://www.archivists.org/a-census/index.asp. 

Final papers by doctoral students are due by this class session.  Doctoral students should post them electronically to the appropriate Assignment Tool in Courseweb.
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