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Fall 2016 
Meets Thursdays starting August 25, 

5:00 p.m. - 7:40 p.m. in HL 3F 

 

Instructor 

Rachael Bussert, MA, MLIS, CA 

University Archives & Manuscripts Department 

University of Hawaiʻi at Mānoa Library 

Phone: (808) 956-6995 
Email: rbussert@hawaii.edu 

Office: HL A553A 

Office Hours: By appointment 
 

Course Description 

The study of archival principles and management theories applicable to all types of repositories 

(government, academic, and corporate). Includes policy, arrangement and description, computer 

applications, as well as ethical, legal, and cultural issues. 

 

Prerequisites 

None 

 

Study learning outcomes addressed 
SLO 1: Understand, apply and articulate the history, philosophy, principles and ethics of library 

and information science and the related professions. 

1c) Develop and apply critical thinking skills in preparation for professional practice. 

1d) Craft and articulate a professional identity. 

 

SLO 3: Organize, create, archive, preserve, retrieve, manage, evaluate, and disseminate 

information resources in a variety of formats. 

3d) Demonstrate understanding of issues and techniques of preservation of physical and 

digital objects. 
 

SLO 4: Evaluate and use the latest information technologies, research findings and methods. 

4b) Integrate emerging technologies into professional practice. 

4c) Apply current research findings to professional practice. 
 

Professional expectations 

All students in the course are expected to become familiar with and adhere to the Professional 

Expectations posted at http://www.hawaii.edu/lis/students/professional-expectations-notice/ 

mailto:rbussert@hawaii.edu
http://www.hawaii.edu/lis/students/professional-expectations-notice/
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Course objectives 

This is an introductory course on archives management, enabling student to: 

1. Understand the various types of archival repositories and their historical development. 

2. Gain practical experience in arranging and describing manuscript collections. 

3. Become familiar with basic resources and standards related to archival management. 
4. Develop a core knowledge of archival management, including fundamental archival 

concepts and terminology. 

5. Understand issues faced by a variety of archival institutions. 
 

Teaching method 

Primary emphasis is on class discussion, readings, and critical analysis. Oral and written 

assignments are designed to promote these activities. The assignment due dates are on the class 

schedule. 

 

Attendance and participation 
It is vital that you are present for all class periods. Group assignments will be made and class time 

will be given to work on processing a collection. Your absence from class can negatively    

impact your group’s work. Please be present at every class unless you have a doctor’s note due to 

illness. Other extenuating circumstances may also be excused by the instructor. Any other absences 

will deduct 3 points from your participation points. It is also expected that you come prepared to 

discuss the topics for the day (see Class Participation below). It is your responsibility to engage 

yourself in the learning process. Be prepared to share your thoughts, opinions, feelings, and 

personal experiences regarding the assigned readings for class. Arriving unprepared to discuss the 

readings will also deduct points from your participation points. 

 

Research methods 

This course utilizes the following research methods, as selected from “Qualitative and 

Quantitative Research Methods Taught and Utilized in LIS Program Courses”: case study by 

carrying out their own research on the topic of interest and then presenting it to the class for 

further discussion, as well as by learning the procedures of archiving and then processing a 

typical archival collection, and protocol analysis by maintaining a processing journal of their 

thought processes while carrying out the Processing Exercise. 

 

Requirements (course assignments and scoring) 

Field Study 10 points 

Legacy Finding Aid Assignment 10 points 

Processing Exercise (Case Study) 45 points 

Acquisition Proposal 10 points  

Processing Plan 10 points  

ArchivesSpace Resource 10 points  

Processing Journal 5 points  

Collection Presentation 10 points 

Literature Review 20 points 

Lead Class Discussion 5 points 

Class Participation 10 points 
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Grade Scale 
 

100-98 A+ 97-94 A 93-90 A- 

89-87 B+ 86-83 B 82-80 B- 

79-77 C+ 76-73 C 72-70 C- 

69-67 D+ 66-63 D 62-60 D- 

 

 

Required text 

Hunter, Gregory S. Developing and Maintaining Practical Archives. 2nd edition. New York: 

ALA Neal-Schuman Publishers, 2003. Available via Amazon. 

SAA, Describing Archives: A Content Standard 

Additional required readings will be assigned during the course and provided by the instructor. 
 

Technology integration and requirements 
In this course, you will be expected to accomplish the following: 

• Conduct online searches to develop content for instructional plans. 

• Compose written documents such as inventories, proposals, and a literature review using word 
processing and spreadsheet applications. 

• Create an archival resource using ArchivesSpace, an online open-source archival management 
program. 

• Post work online using the UHM Laulima system and engage in peer critiquing sessions using 
the same system. 

• Watch video tutorials posted on UHM Laulima to prepare for onsite activities and discussion. 

 

Guidelines for assignments 

All written assignments should be formatted according to American Psychological Association 

(APA) Style guidelines. A style and formatting guide for APA can be found at the Purdue Online 

Writing Lab. Assignments will be due at the beginning of class on the due date listed below. Any 

assignment turned in late will be deducted 10% each day that it’s late, up to 3 days, after which 

it will not be accepted. 

 

Field Study (10 Points) 

Archives are housed and staffed differently depending on the type of institution and how they are 

funded. In this assignment you will choose an archives to explore on your own and evaluate their 

physical repository as well as online resources. As part of your visit you will ask a reference 

question and evaluate your reference transaction. You will then submit a 2-3 page report 

summarizing your experience. A directory of archival institutions/ collections is available through 

the Association of Hawaii Archivists’ blog. 

The report should include the following information: 

 Type of Repository 

 A description of the physical repository 

 A description of the repository’s website. Examine whether or not the website does a good 

job reflecting the physical repository 

 Describe any security and/ or registration procedures that you encounter 

http://www2.archivists.org/standards/DACS
https://owl.english.purdue.edu/owl/resource/560/01/
https://owl.english.purdue.edu/owl/resource/560/01/
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 Finding aids and reference material available online and onsite  

 What kind of reference question did you ask and what kind of assistance did you receive? 

 Based on your experience, in what ways is reference at an archives different than reference 

at a library? 

 

DACS in Action: Legacy Finding Aid Assignment (10 Points) 

As an archivist you will likely find yourself working at an institution that has a wide variety of  

written and electronic finding aids that you will need to input into a collection management system 

(such as ArchivesSpace). For many of the finding aids you will discover that the collection 

descriptions are not complaint with Describing Archives: A Content Standard (DACS). For this 

assignment you will examine a finding aid provided by the instructor that was created pre-DACS. 

You will create a new finding aid for this collection by applying information from the existing 

description to DACS elements.  

 

Literature Review (20 Points) 

In this assignment you will write an 8-10 page paper analyzing the literature of a basic archival 

principle, core function, or aspect of the history of the archival profession. You must find, cite, and 

analyze a minimum of eight sources other than those on the assigned reading list and no more than 

three may be web resources. Topics must be approved by the instructor. Submit a brief synopsis of 

your topic as well as a preliminary list of three of your resources by September 8. We will hold in-

class discussion on how to prepare your literature review and examples will be provided by the 

instructor. 

 

Processing Exercise (45 points total) 

You will be following all of the steps that an archivist would take in assessing, acquiring, and 

arranging a collection. Although in reality the collection has already been deposited in an 

archival institution, you will complete the following assignments as if you were the first archivist 

to see it. 

 

Acquisition Proposal and Preliminary Inventory (10 points): There are three deliverables for 

this assignment- the Appraisal Form, the Memo, and the Preliminary Inventory. First, complete 

the Appraisal Form for your collection. Using the information from it, compose a memo to your 

supervisors detailing the collection, its strengths and weaknesses, and your recommendation on 

whether it should be acquired by the institution. Include in your write up any value the 

collection may or may not have (see reading assignment on selection and appraisal). Second, 

create a folder-by-folder inventory of the contents of the boxes. For each folder, include the 

label text (if applicable), the date range, and a summary of the contents. Please also note any 

potential preservation concerns (i.e. mold, rusted fasteners, acidic papers, frass, etc.) This task 

should not take long and should NOT be an itemized inventory of every piece of paper in the 

folder! 

 

Processing Plan (2-3 pages, 10 points): Describe your plan for processing the collection. 

Include the following information: collection title, creator name, extent of collection, 

description of present arrangement and condition, description of proposed series and subseries, 

preservation concerns, weeding/separation/deaccessioning recommendations, and supplies 

needed. Be sure to provide justification for your recommendations. 
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ArchivesSpace Resource (10 points) 

You will use ArchivesSpace, an open-source archival management program, to create a resource 

record according to DACS description standards. The resource record will serve as the finding 

aid for your collection. Tutorials for ArchivesSpace and examples of finding aids will be 

provided by the instructor throughout the semester to prepare you for this assignment.   It is 

highly advised to create your finding aid first as a Word Document before transferring the 

description and inventory to ArchivesSpace. 

 

 

Processing Journal (3 pages, 5 points): This is your chance to reflect on the experience of 

processing. After each session where you work on processing the collection, record your 

thoughts of the experience. Things that you can be thinking and writing about include: Which 

parts of the process were challenging? Which decisions were difficult to make and why? What 

would you do differently in the future or where did your opinion differ from your group 

members? Please cite specific examples. 

 

Collection Presentation (10 points): Create a 5-7 minute presentation detailing your collection 

and the processing challenges it presented. Your presentation should provide your peers the 

following information:  

 the collection’s donor and historic significance; 

 the scope and content of the documents; 

 preservation considerations; 

 your chosen arrangement; 

 special considerations (for example, does the collection have any privacy or copyright 

issues); 

 research and outreach potential (what kind of researchers and groups would this 

collection be of most interest?); 

 final analysis of your processing experience. What specific challenges did you face as a 

processing archivist? (Hint: use your processing journal to guide this part of the 

presentation). 

 

This is a multimedia presentation. Although PowerPoint is a standard platform for 

presentation other platforms are welcome. Just keep in mind the possibility of potential 

obstructions to the UH Wi-Fi network and the possibility that the operating system for the 

pc used for the presenting may not be compatible with software that you are using. Audio-

visual slides must be submitted through Laulima by 11:59 PM on December 1.  
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Lead class discussion (5 points) 

The first day of class you will sign up to lead a class discussion once during the semester. Please 

prepare four discussion questions relating to the assigned readings and post them to Laulima by 

11:59 PM the day before class. On the day of class, you will spend approximately 10-15 minutes 

leading the discussion any way you please--small groups, general discussion, class or group 

exercise, activity, etc. 

 

Class Participation (10 points) 

It will not be possible to teach you everything you need to know about the archives profession 

in an introductory course. A lot of the theoretical learning will take place outside of the 

classroom, allowing us to focus more on the practical learning in class. Therefore, it is expected 

that you will perform all reading assignments each week. You should come to class prepared to 

discuss some of the key points from the readings with your classmates. As discussed above, 

your attendance is required for each day of class unless excused with a doctor's note. Any 

unexcused absences will result in a loss of class participation points. 
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Course Schedule 
 

Session 

Number 

Date Topics Assignments 

1 8/25 Introduction 

Review syllabus 

Introduction to course materials  

Sign up to lead class discussions 

 

 

Introduce Field Study Assignment 

Read for next class: Hunter, Chapter 1  

 

2 9/1 History of Archives Profession 

Difference between libraries, 

museums, and archives 

Different types of archives  

Overview of the archival process 

Collections assigned 

 

 

Introduce Literature Review 

 

Read for next class: Hunter, Chapters 

2 

3 9/8 Developing an Archival Program Read for next class: Hunter, Chapter 3 

Due: Literature Review Topic 

Introduce Acquisition Proposal and 

Preliminary Inventory 

 
4 9/15 Selection and Appraisal 

 

Activity: Preliminary Inventory 

Due: Field Study 

Read for next class: Hunter, Chapter 4 

Introduce Processing Journal  

 

5 9/22 Acquisitions and Accessioning 

 

ArchivesSpace Tutorial Part 1: 

Introduction  

 

Activity: Preliminary Inventory 

Read for next week: 

Hunter, Chapter 5 and 6 

Greene, Mark A. and Dennis 

Meissner, “More Product, Less 

Process: Revamping Traditional 

Archival Processing,” The American 

Archivist, Vol. 68, No. 2 (Fall/Winter 

2005), 208-263. 

Introduce Processing Plan 
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Session 

Number 

Date Topics Assignments 

6 10/6 Arrangement and Description: 

Introduction to DACS and EAD 

ArchivesSpace Tutorial Part 2:   

Resource Records 

 

Activity: Processing Plan 

Introduce ArchivesSpace Resource 

and Legacy Finding Aid Assignment 

 

Read for next class: Hunter, 

Chapter 7 and 11 

 

Due: Acquisition Proposal 

 

 

7 10/13 Preservation and Audiovisual 

Archives 
 

  

Activity: Processing Plan-bring a draft 

to discuss with instructor 

Due: Legacy Finding Aid 

Assignment 

 

Introduce Collection 

Presentation 

 

Read for next class: Hunter, 

Chapter 8 

 

 

Read for next class: Hunter, 

Chapter 12 
8 10/20 Security and Disaster Management 

 

Activity: Collection Processing 

Read for next class: Hunter, 

Chapter 12 
 

Due: Literature Review 

 

Due: Processing Plan 

 

9 10/27 Management 

 

Activity: Collection Processing  

Read for 11/10: Hunter, 

Chapter 13 

 

SAA Code of Ethics 

 

ACA Role Delineation 

Statement for Archivists  
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Session 

Number 

Date Topics Assignments 

10 11/3 Dedicated Processing Day  

11 11/10 The Archival Profession, Code of 

Ethics, ACA Certification 

 

Important: Lecture and Discussion 

for this session will be conducted 

virtually on Laulima!  

 

 

 

 Read for next class: Hunter, 

Chapter 9 

 

Read for next class: Long, 

Linda J., "Question 

Negotiation in the Archival 

Setting: The Use of 

Interpersonal Communication 

Techniques in the Reference 

Interview," The American 

Archivist, Vol. 52, No. 1 

(Winter 1989), 40-50. 

12 11/17 Access, Reference, and Outreach 
 

Activity: Collection Processing 

Read for next class: Hunter, Chapter 

10 

Lavoie, B. F. The Open Archival 

Information System Reference Model: 

Introductory Guide. DPC Technology 

Watch Series Report 14-02. Digital 

Preservation Coalition (UK): 2014. 

http://dx.doi.org/10.7207/twr14-02 
 

 

13 11/24 Holiday: Thanksgiving 

 

 

 

 

 

 

14 12/1 Digital Records 

OAIS Reference Model 

Due: Collection Presentation Slides  

 

Due: ArchivesSpace Resource 

Record 

16 12/8 Collection Presentations Due: Processing Journal 

 


