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School of Library and Information Science

Catholic University of America

LSC 630

Archives Management

SYLLABUS

Spring Term 2007
Meeting Time: Tuesdays 4:10-6:40pm
Credits:  3
Instructor: Mary Edsall Choquette
Office:   247 Marist Hall

Phone:  202-319-6277
Cell: 215-880-0119

E-Mail: edsall@cua.edu

Office Hours: Tuesday, 1:00-4:00pm
COURSE DESCRIPTION

This course provides a survey of archival principles and practices, with emphasis on accessioning, arrangement, description, preservation, and reference services, with attention to computer applications. We will also focus in part on the differences between archives, manuscript repositories, and libraries. 

More specifically, this course is an introduction to principles, practices, and current debates in the field of archives administration. It is designed with two types of students in mind:

· For students who plan to specialize in archives, this course: provides an in depth introduction to the field; introduces terms and concepts that will be used in other courses in the specialization; and, explains how the various components of archives and records administration fit together.

· For students pursuing a more broadly based MLS or another specialization area, the course: offers an overview of archives and records administration; helps students become conversant with archival terminology; and, explains how archives administration relates to other aspects of information management.

The course will be a combination of lecture, discussion, problem solving, and experiential learning. It will require participants to conduct independent research and writing as well as tours of archives facilities and virtual visits to archives facilities as represented on the world wide web. It is an intensive introduction to the field. Critical reading of course materials will be essential to stimulate active participation in class discussions. 
COURSE OBJECTIVES

· Understand why societies, cultures, organizations, and individuals create and keep archives.

· Become familiar with the evolution of methods and technologies used to create, store, organize, and preserve archives.

· Become conversant in the terminology and concepts used in archival administration.

· Be aware of the ways that organizations and individuals use archives for research, ongoing operations, accountability, litigation, and organizational memory.

· Become familiar with the basic components of archival programs including inventory, appraisal, disposition, acquisition, arrangement, description, preservation, access, use, outreach, and education.  Understand the relationships among these program elements.

· Be aware of the various environments where archives are created, managed, and used ranging from very informal settings to well established archival institutions.

· Understand how archival practices differ from and relate to other information management practices.

· Be aware of the legal, policy, and ethical issues surrounding archives administration.

· Become familiar with the environment, structure, organization, literature, and current issues in the archival profession.

COURSE REQUIREMENTS
Adequate preparation -- reading required materials each week.
Participation in class discussions – active engagement with course material, raising questions, contributing to classroom discussions, and participation in in-class practica.    
Brief paper (5-7 pages) comparing and contrasting the mission, program, holdings, and services of three archival repositories based on information from their World Wide Web home pages (due: Week 7—February 20).  (See Written Assignments below). 

Research and writing of a major paper (20 pages) on some aspect of the history, basic principles, core functions, or current debates in archives administration (Selection of topic due: Week 6 – February 13.  Paper and Presentation due: Week 16 – April 24). During the final class session, students will provide a brief presentation on their research paper. (See Written Assignments below).

OR

Archives Practicum based in the CUA Archives.  Students will conduct project work for 50 hours during the semester on an archival collection in the CUA Archives.  Students who opt for this will submit a brief description of the project and will submit a short process essay in culmination (Brief project description due: Week 6—due February 13.  Process Essay and Presentation due: Week 16). 
Final exam -- Take home exam. Distributed on Week 16. 
COURSE READINGS

Books for Purchase: The three required texts for the course.

Jack Goody, The Logic of Writing and the Organization of Society (New York: Cambridge University Press, 1986)

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

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

Goody and Yates are available for purchase from the CUA Bookstore, located on the 2nd floor of the Edward J. Pryzbyla. University Center. Call 202-319-5232 and ask for Textbook Department.

Jimerson must be purchased directly from the Society of American Archivists: 

http://www.archivists.org/catalog/pubDetail.asp?objectID=287

Rodney Darryl Franklin, Publications Administrative Assistant, rfranklin@archivists.org
World Wide Web: Some class preparation requires review of information resources available via the World Wide Web.  URLs are provided with the reading assignments.

Other readings are required; students must locate these independently.

Given the diversity of sources for course readings, the following “key” is offered to serve as a guide as to where specific course readings can be located: 

B = Book for purchase, available in reserves
I = Required readings, independently researched
O = Online reading

In addition, the Society of American Archivists has posted an online glossary that will prove useful to you over the course of the semester:

“A Glossary of Archival and Records Terminology,” edited by Richard Pearce-Moses, at: <www.archivists.org/glossary/>

WRITTEN ASSIGNMENTS

Brief Review of Archives Web Presence 

Due: Week 7
A directory of over than 5,500 websites containing information about repositories holding rare books, manuscripts, archives and special collections is located at: <http://www.uidaho.edu/special-collections/Other.Repositories.html>

Go to this website and select the homepages of three repositories. Write a brief paper (5-7 pages) comparing and contrasting the mission, program, holdings, and services of three archival repositories based solely on information from their World Wide Web presence. To facilitate comparisons, it is advisable to select three sites that share some common features (similar types of repositories, thematic emphasis, location, etc.). Please address the following questions: 

1) What is your impression of the purpose and mission of each repository?  

2) Who do you think is the primary clientele of each repository?  

3) What useful information did you find at the website?  

4) What did you expect to find that was not there?  

5) How would you evaluate the three websites in terms of content, services offered, ease of use, and navigation?

The following articles provide illustrative examples:

· William Landis, “Archival Outreach on the World Wide Web,” Archival Issues 20 (no. 2, 1995): 129-47.

· Elizabeth Yakel and Jihyun Kim, “Midwest State Archives on the Web: A Content and Impact Analysis,” Archival Issues 28 (no. 1, 2003-2004): 47-62.

Research Paper: Conduct research and write a major paper (20 pages) on a topic of your choice. During the final class session, students will provide a brief presentation on their research paper

Topic Selection Due: Week 6.  Provide a one-page summary of the topic, major issues, and preliminary bibliography. 

Final Paper and Presentation Due: Week 16.

Topics: Appropriate topics include any aspect of the history, basic principles, core functions, or current debates in archives and records administration. The research paper must be focused on a specific topic which allows you to apply the general themes and concepts in the course to a particular problem, issue, type of organization, time period, place, form of material, etc. For example, most of the lectures and almost all of the readings draw on experiences from the developed, English-speaking world. You might explore an archival topic in other countries. However, a topic like "Archival Administration in Russia" is still way too broad. Such a topic needs to be re-focused on a more particular aspect of archival administration or on a specific issue -- such as "Access to Soviet Archives in the Post-Cold War Era."  

The methods and principles presented in the course generally apply to all formats of archives. But, we do not have time to explore special problems of special formats. A paper topic like subject access to photographs or best practices for film preservation would be appropriate. 

Remember that the purpose of the paper is discuss critically the issues and debates surrounding your topic. Don’t just rehash the assumed wisdom: actively summarize and analyze debates and differences of opinion. 

There are also many controversies involving archives to choose from for paper topics, ranging from those dealing with the profession itself, such as the best role for a code of ethics, to those involving broader societal concerns, such as confidentiality of medical records, and recent headlines over illegal/questionable corporate document destruction. 

There is relatively little quality research on records management. Papers on some aspect of records management are encouraged. 

Students specializing in Archives may wish to use this research paper as a starting point for a more serious paper that can be expanded in future courses and eventually submitted for publication. 

Requirements: Your paper should be thoroughly researched, well written, and fully documented (e.g., in context citations or footnotes/endnotes, and a bibliography).  I do not expect you to conduct original research (e.g. from primary sources, survey data, etc.).  I do expect you to find and review relevant published literature and Internet resources (if appropriate) until you feel that you have run out of new insights.  Keep in mind that the field of archives and records administration is undergoing rapid change.  With the possible exception of historical topics, you should make every effort to find the most recent literature -- keeping in mind that you may need to go back to earlier material on the subject.  Also, keep in mind that archival and records management literature is not well indexed. Be prepared for creative searching -- including exploiting electronic (online and CD-ROM sources such as America: History and Life; Historical Abstracts; Library Literature; Library and Information Science Abstracts, and print library indexes as well as browsing through the stacks.  Try to draw on sources from other disciplines. I am willing to consult with students on possible sources, but only after evidence of a concerted effort to find relevant materials.

Your paper must include the following components: 

· Introduction stating the subject of the paper and thesis

· Summary of the literature (a.k.a. literature review)

· Critical review/theoretical analysis of the topic based off the literature

· Conclusion summarizing what you have learned and what other research is needed. 

· Bibliography

The reader should be able to glean the current state of knowledge about the topic, the key issues it is concerned with, and questions it raises for archives, records management or broader information professions. Citations should conform to a standard style manual or commonly accepted disciplinary format such as the Chicago Rules of Style or the Publication Manual of the American Psychological Association. You paper should indicate the style guide you employ. A bibliography listing the sources consulted is required.  

Papers will be evaluated on the following criteria: 

· Appropriateness of the topic

· Thoroughness of background research

· Clarity of writing

· Originality of analysis (depth of analysis, critique, synthesis)

· Presentation (citations, proofreading, bibliography, etc.). Make sure to spell check your work!

Practicum Option
Students who choose the archives practicum option will work in the Archives 50 hours during the semester.  Days and hours are Monday-Friday, 9:00 to 5:00, 3 hours per week.  Students must be able to lift 30 lbs.  Practicum Project Options:
· Manuscript Collections: Processing, Appraisal, Inventory creation
· University Records: Processing, Appraisal, Inventory creation
· Managing a Museum Collection 

· Basic Preservation of Photographic Materials

· Archives Administration and Outreach: Running an Archive, Public Programs, and Creating archive-based educational materials for the web. 

 For more general information about the Archives, please visit the Archives website: 

http://libraries.cua.edu/archcua/index.html
The Archives will be open during Spring Break (February 26- March 5), but closed for the Easter holiday (April 5-9).
Students who opt for this will submit a brief description of the project and will submit a short process essay in culmination (Brief project description due: Week 6—due February 13.  Process Essay and Presentation due: Week 16).

Final exam:  This will be a take home written exam. You will have 6 days to complete this exam.

Distributed:  Week 16
Due:  Week 17, noon, via email

The final exam will be divided into two sections. You will be required to select one question from each section and compose a well-reasoned analytical essay specifically addressing the questions you select. Your answers should run 5 pages, double-spaced, per question. In crafting your answers you should draw off the course readings but not be limited to them, as you will have read only a small portion of the relevant archives and records management literature through this course. Model essays are expected to dig deeper into the literature and the literature of other professions relevant to the topic of the paper.  

EVALUATION
Evaluation will be based on the following factors:

· Preparation and class participation:

20%

· First written assignment


20%

· Research Paper/Practicum


30%

· Final Exam




30%

EXTRA-CURRICULAR ACTIVITIES
One objective of the course is to become familiar with the field of archives and records management, the nature and diversity of careers in this field, and the structure of these professions. Therefore, students are encouraged to participate in extra-curricular activities that will augment information presented in the class.  Possible extra curricular activities include:

· Participating in listserv discussions in the field of archives and records management.  A list of potential discussion lists can be found at the end of this syllabus.

· Attending lectures and discussion on archival topics within the DC area.

· Finding part-time employment or volunteering at local organizations with archival or records management problems.

· Exploring Web based resources. These are numerous archival and records management resources -- including institutions, professional associations, research projects, laws, policy papers, and the like -- available on the WWW and new sites will certainly emerge during the course of the semester. The WWW is also a tremendous resource for current events reporting on archives and records related issues. 

Additional opportunities/activities/resources will be announced in class as they come to my attention. 

Another objective of the course is to understand how archives management relates to other aspects of information management and other information professions. Therefore, students are encouraged to raise related issues from other courses they are taking in class discussions.
KEY DATES

	February 13 (Week 6)
	Research Paper Topic Selection OR Practicum Description 

	February 20 (Week 7)
	Brief Review of Archives Web Presence

	April 24 (Week 16)
	Research Paper/Presentation OR Practicum Essay/Presentation

	April 24 (Week 16)
	Final Exam handed out

	April 30, noon
	Final exam due via e-mail


COURSE SCHEDULE
WEEK 1 (January 9)

INTRODUCTION AND OVERVIEW

· Course Logistics

· Course Objectives and Requirements

· Introduction of the students and instructor

· Archives and Records Management Professional Organizations/Literature

· Overview of Archives & Records Management

- the records lifecycle/continuum

- what are records?

- what are archives?

- the significance of records to each of us

- archives & records in the news media

- core archival and records management functions

- nature of archival and records management professions

WEEK 2 (January 16)

NO CLASS—ADMINISTRATIVE MONDAY

WEEK 3 (January 23)

Tour of CUA Archives—Class meets in the CUA Archives/Lifecycle Institute Building
WEEK 4 (January 30)
WHY DO ARCHIVES EXIST?

· The evolution and nature of written communications

· Historical evolution of archives and archival programs

· Users and uses for archives

· Archives and accountability

READ:

B  Jack Goody, The Logic of Writing and the Organization of Society (New York: Cambridge University Press, 1986). Browse/read the entire book.

I Sue McKemmish, "Introducing Archives and Archival Programs." Chapter 1 in Judith Ellis, ed., Keeping Archives (Melbourne, Australia: Thorpe, 1993), pp. 1-24.

O  David Bearman, “Recorded Memory and Cultural Continuity.” Chapter 6 in Archival Methods (Pittsburgh: Archives and Museum Informatics Technical Reports, Vol. 3, No. 1, Spring 1989), pp. 59-67. <www.archimuse.com/publishing/archival_methods/#ch6>

I Richard J. Cox and David A. Wallace, “Introduction.” In Richard J. Cox and David A. Wallace, eds., Archives and the Public Good: Accountability and Records in Modern Society (Westport, Connecticut: Quorum, 2002), pp. 1-18  

WEEK 5 (February 6) 

THE NATURE OF ARCHIVES

· Forms and formats of records

· Reliability and authenticity of records

· Symbolism and records; Uniqueness and records

READ:

B  JoAnne Yates, Control Through Communication: The Rise of System in American Management (Baltimore: The Johns Hopkins University Press, 1989). Read chapters 1-3, pp. 1-100.

I  Luciana Duranti, “Reliability and Authenticity: The Concepts and Their Implications,” Archivaria 39 (Spring 1995), pp. 5-10.

B  James M. O’Toole, “The Symbolic Significance of Archives.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 47-72.

B  James M. O’Toole, “On the Idea of Uniqueness.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000),

pp. 245-278.

WEEK 6 (February 13)

BASIC ARCHIVES AND RECORDS MANAGEMENT CONCEPTS

Assignment Due: Paper topic selection/practicum description
· The definition of a record

· The principle of provenance

· The principle of original order

· Series/fonds/record group

· Organizational functions

· Recordkeeping requirements

· Context and contextual information

READ:

I  Ernst Posner, “Some Aspects of Archival Development Since the French Revolution.” In Maygene F. Daniels and Timothy Walch, eds., A Modern Archives Reader (Washington, D.C.: National Archives and Records Service, 1984), pp. 1-14.

I  Nancy Bartlett, “Respect des Fonds: The Origins of the Modern Archival Principle of Provenance,” Primary Sources & Original Works 1 (No.1/2, 1991), pp. 107-115.

I  T.R. Schellenberg, “Archival Principles of Arrangement.” In Maygene F. Daniels and Timothy Walch, eds., A Modern Archives Reader (Washington, D.C.: National Archives and Records Service, 1984), pp. 149-61. 

B  David A. Bearman and Richard H. Lytle, "The Power of the Principle of Provenance."  In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 345-360.

WEEK 7 (February 20)

 ARCHIVAL AND RECORDS MANAGEMENT PROGRAMS AND INSTITUTIONS

Assignment Due: Review of Information about Archives on the World Wide Web 
· Program missions, mandates and functions

· Types of archival institutions

· Relations between records managers and archivists

· How archives and records management fits into a larger information landscape

READ:

I  Anne-Marie Schwirtlich, "Getting Organised." Chapter 2 in Judith Ellis, ed., Keeping Archives (Melbourne, Australia: Thorpe, 1993), pp. 25-73

I  F. Gerald Ham, “Archival Choices: Managing the Historical Record in an Age of Abundance,” American Archivist 47 (Winter 1984), pp. 11-22.

I  Jay Atherton. "From Life Cycle to Continuum: Some Thoughts on the Records Management-Archives Relationship," Archivaria 21 (Winter 1985-86), pp. 43-51.

I Sue Myberg, “Records Management and Archives: Finding Common Ground,” Information Management Journal March/April 2005: 24-26, 28-29.

WEEK 8 (February 27)***NO CLASS*** SPRING BREAK
WEEK 9 March 6***NO CLASS***

Independent Archives Visit
WEEK 10 March 13
CORE ARCHIVAL AND RECORDS MANAGEMENT FUNCTIONS 
PART ONE 

· Analysis of recordkeeping requirements and organizational functions

· Inventory and control

· Appraisal

· Disposition

READ:

I  T. R. Schellenberg, “ The Appraisal of Modern Public Records.” In Maygene F. Daniels and Timothy Walch (eds.), A Modern Archives Reader (Washington, D.C.: National Archives and Records Service, 1984), pp. 57-70.

I  Eldon Frost, "A Weak Link in the Chain: Records Scheduling as a Source of Archival Acquisition," Archivaria 33 (Winter 1991-92): 78-86.

B  Frank Boles and Julia Marks Young, “Exploring the Black Box: The Appraisal of University Administrative Records.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. American Archivist 48 (Spring 1985), pp. 279-300.

B  Helen W. Samuels, “Who Controls the Past.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 193-210.

I  Catherine Bailey, "From the Top Down: The Practice of Macro-Appraisal," Archivaria 43 (Spring 1997), pp. 89-128.

I  Luciana Duranti, "The Concept of Appraisal and Archival Theory," American Archivist 57 (Spring 1994), pp. 328-344.

I  Frank Boles and Mark A. Greene, "Et tu Schellenberg? Thoughts on the Dagger of American Appraisal Theory," American Archivist 59 (Summer 1996), pp. 298-310.

PART TWO 

· Acquisition

· Accessioning

· Arrangement and description

READ:

I  Anne-Marie Schwirtlich and Barbara Reed, “Managing the Acquisition Process.” Chapter 5 in Judith Ellis, ed., Keeping Archives (Melbourne, Australia: Thorpe, 1993), pp. 137-156

I  Paul Brunton and Tim Robinson, “Accessioning,” Chapter 7 in Judith Ellis, ed., Keeping Archives (Melbourne, Australia: Thorpe, 1993), pp.207-221,

B  Timothy L. Ericson, “At the ‘Rim of Creative Dissatisfaction’: Archivists and Acquisition Development.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 177-192.

I  Oliver W. Holmes, “Archival Arrangement--Five Different Operations at Five Different Levels,” in A Modern Archives Reader, Edited by Maygene F. Daniels and Timothy Walch, Washington, D.C.: National Archives and Records Service, 1984, pp. 162-180.

I Elizabeth Yakel, “Archival Representation,” Archival Science 3 (No.1, 2003), pp. 1-25. 

I Michelle Light and Tom Hyry, “Colophons and Annotations: New Directions for the Finding Aid,” American Archivist 65 (Fall/Winter 2002), pp. 216-230.

PREPARATION: 

Go to Online Archive of California’s list of contributing institutions at:  <findaid.oac.cdlib.org/institutions/> and browse through at least 3 finding aids from different institutions.  Note what you looked at and think about how archival materials are represented for users and access. Come to class prepared to discuss what you found.

WEEK 11 (March 20)

CORE ARCHIVAL AND RECORDS MANAGEMENT FUNCTIONS: PART THREE 

· Preservation

· Reference

· Access and use

· Outreach and public programming

READ:

B  James M. O’Toole, “On the Idea of Permanence.”  In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 475-494.

B  Paul Conway, “Archival Preservation Practice in a Nationwide Context.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 495-518.

I  Sigrid McCausland, “Access and Reference Services.” Chapter 10 in Judith Ellis, ed., Keeping Archives (Melbourne, Australia: Thorpe, 1993), pp. 273-305.

I  Mary Jo Pugh, “The Reference Process.” Chapter 4 in Providing Reference Services for Archives and Manuscripts, (Chicago: Society of American Archivists, 1992), pp. 41-53.

B  Avra Michelson, "Description and Reference in the Age of Automation,” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 361-380.

I  Elizabeth Yakel, “Thinking Inside and Outside the Boxes: Archival Reference Services at the Turn of the Century,” Archivaria 49 (Spring 2000), pp. 140-160.

I  Ann Pederson, "User Education and Public Relations.” Chapter 11 in Judith Ellis, ed., Keeping Archives (Melbourne, Australia: Thorpe, 1993), pp. 306-349.

I  Timothy Ericson, “‘Preoccupied With Our Own Gardens:’ Outreach and Archivist,” Archivaria 31 (Winter 1990-91), pp. 114-22.

I  Terry Cook, “Viewing the World Upside Down: Reflections on the Theoretical Underpinnings of Archival Public Programming,” Archivaria 31 (Winter 1990-91), pp. 123-134.

IN-CLASS PRACTICUM: ARRANGEMENT AND DESCRIPTION

WEEK 12 (March 27)

USERS AND USES OF ARCHIVES

· Who uses archives?

· How are archival records used?

· How are changing uses affecting archival programs and functions

READ: 

O  David Bearman, “Access and Use,” Chapter 4 in Archival Methods (Pittsburgh: Archives and Museum Informatics Technical Reports, Vol. 3, No. 1, Spring 1989), pp. 39-48. <www.archimuse.com/publishing/archival_methods/#ch4>

B  Paul Conway, “Facts and Frameworks: An Approach to Studying the Users of Archives.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 433-448.

B  Elsie Freeman Finch, “In the Eye of the Beholder: Archives Administration from the 

User’s Point of View.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 417-432

I Wendy M. Duff and Catherine A. Johnson, “A Virtual Expression of Need: An Analysis of E-mail Reference Questions,” American Archivist 64 (Spring/Summer 2001), pp. 43-60.

I Elizabeth Yakel, “Listening to Users,” Archival Issues 26 (No.2, 2002), pp. 111-127.

I Wendy Duff, Barbara Craig, and Joan Cherry, “Finding and Using Archival Resources: A Cross-Canada Survey of Historians Studying Canadian History,” Archivaria 58 (Fall 2004) pp. 51-80.

I Judith Roberts-Moore, “Establishing Recognition of Past Injustices: Uses of Archival Records in Documenting the Experience of Japanese Canadians During the Second World War,” Archivaria 53 (Spring 2002), pp. 64-75.

ALSO:  IN-CLASS ORAL HISTORY PRACTICUM
WEEK 13 (April 3)

LEGAL, POLICY, AND ETHICAL ISSUES

· Who owns the archives?

· Who has rights to access records and archival materials?

· When are restrictions justified?

· Who controls the past?

READ:

O  Society of American Archivists, "A Code of Ethics for Archivists with Commentary." (1992). <www.archivists.org/governance/handbook/app_ethics.asp#code >

O Society of American Archivists, “Draft Revision to SAA Code of Ethics.” (July 2004). <www.archivists.org/news/ethics.asp>

O  ARMA International, "The Code of Professional Responsibility." (1995). <www.arma.org/about/overview/ethics.cfm>

O  Association of Colleges and Research Libraries (ACRL), Rare Books and Manuscripts Section (RBMS), Standards for Ethical Conduct for Rare Book, Manuscript, and Special Collections Librarians, with Guidelines for Institutional Practice in Support of the Standards, 2d edition, 1992. 

<www.ala.org/ala/acrl/acrlstandards/standardsethical.htm>

I  Elena S. Danielson. “The Ethics of Access,” The American Archivist 52 (Winter 1989), pp. 52-62.

I  R. Jackson Armstrong-Ingram, "The Giveness of Kin: Legal and Ethical Issues in Accessing Adoption Records," Archival Issues 22 (No. 1, 1997), pp. 21-35.

I  Sara S. Hodson, "Freeing the Dead Sea Scrolls: A Question of Access," American Archivist 56 (Fall 1993), pp. 690-703

I  Diane E. Kaplan, "The Stanley Milgram Papers: A Case Study on Appraisal of and Access to Confidential Data Files" American Archivist 59 (No. 3, Summer 1996), pp. 288-297.

I Sara S. Hodson, “In Secret Kept, In Silence Sealed: Privacy in the Papers of Authors and Celebrities,” American Archivist 67 (No. 2, Fall/Winter 2004): 104-121.

I  James M. O’Toole, “Archives on Trial: The Strange Case of the Martin Luther King, Jr. Papers.” In Richard J. Cox and David A. Wallace, eds., Archives and the Public Good: Accountability and Records in Modern Society (Westport, Connecticut: Quorum, 2002), pp., 21-35.  

I  Verne Harris, “’They Should Have Destroyed More’: The Destruction of Public Records by the South African State in the Final Years of Apartheid, 1990-1994.” In Richard J. Cox and David A. Wallace, eds., Archives and the Public Good: Accountability and Records in Modern Society (Westport, Connecticut: Quorum, 2002), pp., 205-228.  

WEEK 14 (April 10)

THE ARCHIVAL PROFESSION 

· Nature of Archival Work

· Education

· Research

· Practice

· Relationships with other information management professions

· Current issues and debates in archives and records management

READ:

B  John Fleckner, “Dear Mary Jane: Some Reflections on Being an Archivist.” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 21-28.

I  James M. O'Toole, "The Archival Curriculum: Where Are We Now," Archival Issues 22 (No. 2, 1997), pp. 103-116.

O  Society of American Archivists, Guidelines for a Graduate Program in Archival Studies (January 2002). <www.archivists.org/prof-education/ed_guidelines.asp>

I  Eric Ketelaar, “Archivistics Research Saving the Profession,” American Archivist 63 (Fall/Winter 2000), pp. 322-340.

WEEK 15 (April 17)

WHAT IS THE FUTURE OF THE PAST?

· Current issues, debates, and projections within and about archives and records management

READ:

B  David Bearman and Margaret Hedstrom, "Reinventing Archives for Electronic Records: Alternative Service Delivery Options." In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 549-568.

B  Randall C. Jimerson, “Redefining Archival Identity: Meeting User Needs in the Information Society,” In Randall C. Jimerson (ed.), American Archival Studies: Readings in Theory and Practice (Chicago: Society of American Archivists, 2000), pp. 607-618.

I Tom Nesmith, “Seeing Archives: Postmodernism and the Changing Intellectual Place of Archives,” American Archivist 65 (Spring/Summer 2002), pp. 24-41.

O Kahle, Brewster, Rick Prelinger, and Mary E. Jackson, "Public Access to Digital Material,” D-Lib Magazine 7 (No.10, October 2001). <www.dlib.org/dlib/october01/kahle/10kahle.html>

O Internet Archive, Wayback Machine <www.archive.org/>

Review this website and come to class prepared to discuss its promise and problems.

WEEK 16 (April 24)

Assignment Due: Research paper/Practicum Essay and student presentations

Final Exams Distributed - Due Monday, April 30 at noon, via e-mail.

Some Relevant ARM-related Listserv Discussion Groups

<www.unesco.org/webworld/portal_archives/pages/Internet_Resources/Mailing_Lists/>

WWW Gateways to Archives and Records Management Sources

UNESCO Archives Portal <www.unesco.org/webworld/portal_archives/pages/index.shtml>

Ready, 'Net, Go! Archival Internet Resources <www.tulane.edu/~lmiller/ArchivesResources.html>

Records and Information Management Resource List <infomgmt.homestead.com/>

Electronic Recordkeeping Resources (Cal Lee) <www-personal.si.umich.edu/~calz/ermlinks/>

ADA ACCOMODATION:  Students with disabilities requiring accommodation under federal regulations must present a written accommodation request to the instructor by the second class meeting. It is strongly recommended that the student contact the Office of Disability Support Services , Suite 207, Pryzbyla Center (202-319-5211; email cua-disabilityservices@cua.edu, web http://disabilitysupport.cua.edu/). This is the University office responsible for disability accommodation and services, and its staff can answer questions about services and requirements regarding documentation.   
ACADEMIC HONESTY: You'll find Academic Affairs policies on “Academic Dishonesty” and on 
”Unethical Practices” in the University Policies and Procedures web page at http://policies.cua.edu/. 
You are held responsible for adhering to these policies. Incidences of academic dishonesty, defined 
by the University as “failure to observe rules of fairness in taking exams or writing papers, plagiarism, 
fabrication, and  cheating” will result in a grade of F (0 points) on the project or exam in question, and will be reported to the Dean for possible further action (including failure in the course).  Talk with your instructor if you have questions about what is involved in such offenses.   Plagiarism, which includes “[1] intentionally or knowingly representing the words or ideas of another as one’s own in any academic exercise; [2] failure to attribute any of the following: quotations, paraphrases, or borrowed information from print sources or websites; [3] buying completed papers from other to use as one's own work”, will not be tolerated. For more on what constitutes plagiarism and how to avoid it, see the guide on the Purdue Online Writing Lab web site at http://owl.english.purdue.edu/handouts/research/r_plagiar.html . 
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