Optical Character Recognition (OCR) documen t. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

PGI-82/WS/16

Guidelines for
curriculum devel opment
IN records management
and the administration
of modern archives,

a RAMP study

Genera Information Programme and UNISIST

United Nations Educational,
Scientific and Cultural Organization Paris, 1982




Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original" button on 1st page.

PG - 82/ W&/ 16
Paris, 1982

Qui delines for curriculum devel opnent in
records managenent and the adm nistration
of nodern archives : a RAMP Study

prepared by
M chael Cook

General Information Programme and UNI SI ST

Uni ted Nations Educational,
Scientific and Cultural O ganization



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

Reconmended cat al ogue entry

Cook, M chael

Cui delines for curriculum devel opment in records management and

the adm nistration of nmobdern archives: a RAWMP study / prepared by

M chael Cook for the Ceneral Information Programme and UN S| ST. -
Paris : Unesco, 1982.- P cm.- (PG -82/W6/16 )

| - Q@iidelines for curriculum devel opment in records managenent
and the adm nistration of nodern archives: a RAMP study

[l - Unesco. Ceneral Information Programme and UNI SI ST

Il - Records and Archives Mnagenment Programe (RAWP)

(© Unesco, 1982



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

PREFACE

The Division of the General Information Programme of Unesco, in order
to better neet the needs of Menber States, particularly devel oping Countries,
in the specialized areas of records management and archives adm nistration

has devel oped a coordinated | ong-term Records and Archives Managenent Progranmme
RAMP

The basic elenents of the RAVP programme reflect the overall themes of the
General Information Progranmme itself. RAVP thus includes projects, studies,
and other activities intended to:

1. Pronote the formulation of information policies and
plans (national, regional and international).

2. Promote and dissem nate nethods, norns and standards
for information handling.

w

Contribute to the devel opment of information infrastructures.

&

Contribute to the devel opment of Specialized information systens

in the fields of education, culture and conmuni cation and the
natural and soci al sciences.

5. Pronote the training and education of specialists in and users
of information.

The present, study, prepared under contract with the International Counci
on Archives - ICA . js intended to assist in the devel opment of basic training
programred and courses in nodern archives admnistration and records managenent
and to pronmote harnonization of such training both within the archival pro-
fession and within the broader information field

Comments and suggestions regarding the study are welcomed and should be
addressed to the Division of the General Information Programme, UNESCO 7 place
de Fontenoy, 75700 Paris. Qther studies prepared under the RAVP programe may
al so be obtained at the sane address
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| NTRODUCTI ON

1.1 The present Cuidelines were prepared for UNESCO s Records and Archives
Management Programme - RAMP - under contract with the International Counci

on Archi ves. The process which has |ed to their conposition began with the

I ntergovernmental Conference on the Planning of National Documentation, Library
and Archives Infrastructures, held in Paris in September 1974.  The study by
Havard-W Il liams and Franz prepared in connexion with this conference initiated
nmuch of the discussion and investigation which was necessap§7X I'n 1978

the Ad Hoc Conmittee on Education and Training Policy and Programed called for
further investigation of the subject, particularly on the question of the harnoniz-
ation of archives training with training in library and docunentation mn‘%ﬂ.
The pronul gation of the Records and Archives Managenent Progranmme by the Ceneral
Information Programme (PG ) of UNESCO in 1979 planned a series of Cuidelines for
prof essional practice into which the present work will i) Finally, the
meeting of Experts on the Harnonization of Archival Training Programred, held at
UNESCO Headquarters in Novenber 1979, ended with substantial areas of agreement
on the formwhich a training curriculumshould have, including those areas in
whi ch direct harnonization (i.e. with library and documentation education) could
apply (42). There were other chains of devel opnent. During all this time the
devel opment of documentation and information techniques, includind training,has
proceeded under the general |abel of UN SIST. In this context appeared the
inportant Guidelines for Curriculum Developnent in Information Studies, produced
for UNESCO by Professor WL Saunders in Novenber 1978 (48).  The present study
is closely modelled on this. There have been several other influential reports
and texts produced within the general context of information service training

and it is inportant not to see the present study as isolated fromits genera
background and context.

1.2 The aimof these Quidelines is to help forward the devel opment of

education and training in the professional fields of records management and

archives admnistration. Records nmanagenent is defined as "that area of genera
adnini strative management concerned with achieving econony and efficiency in the
creation, maintenance and use, and the disposal of records”.(64) It aims at

achi eving an accurate and conplete docunentation of the policies and transactions

of an organisation, and at controlling, refining and sinplifying records and

record systems, and at the judicious preservation and disposal of records. Recor ds
are "recorded information, regardless of formor medium created, received or

mai ntai ned by an agency, institution, organisation or individual in pursuance of
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its legal obligations or in the transaction of business”.(64) Archi ves
Administration (apart frombeing the theoretical and practical study of policies
procedures and problems relating to archival functions) is "the direction and

managenent of archives”; and archives, in turn, are "non-current records
pernmanent|y preserved, with or without selection, by those responsible for their
creation or by their successors in function for their own use or by an appropriate
archival agency because of their archival val ue". (64) Archival value refers to the
value a record may have in the long term as a source of information of use in

research, or in docunmenting the activities of the originating institution over tine.

1.3 The two fields of records managenent and archives adnministration are closely
i nt erwoven. In some countries records managers have tended to organi se thensel ves
as a profession quite separate fromthat of archivists, while in others no such

split is apparent. The assunption here is that the normal and desirable situation
is one where both kinds of work are done efficiently, and where the professionals
who do them communi cate closely. In what follows, the term‘archivist' is sometines

used to cover the activities of both records nmanagers and archivists, but it is not
intended to suggest that these groups are identical or that one should be sub-
ordinate to the other. There is a strong case for planning a conmon basic profes-
sional training for both records managers and archivists, and for career structures
in these fields to be closely related.

1.4 There is a difference between education and training, a difference which is

i nportant when various |evels of professional activity are dealt wth. Both are
inportant: training covers instruction in the actual processes which are carried out
in anarchives service, and seeks to ensure that these processes are efficient, aptly
designed and effective for their purpose. Education is sonething nore fundamenta
and wi de-rangi ng. In the long term probably the nost inportant job done by
archivists, for exanple, is the selection of records for preservation or destruction.
In carrying out this process of selection, archivists are doubtless ready to be
advised on the current admnistrative or |egal value inhering in the records; but
when it cones to identifying possible |ong-termvalues, they nust draw on their own
resources of experience, perception, and general culture: these things may be sunmmed
up as education. These Quidelines attenpt to deal with both, but it is inevitable
that nore space is allocated to technical know edge and processes. The reader is
asked to bear in mnd that training programed shoul d al ways be planned in the
context of general educational devel opnent of the student.
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1.5 These Guidelines nmust deal with training for the overall negdghe

pr of essi on. They nust include provision for entry to the principateer

l evel for both archivists and records managersfor senior or nanagerial staff
in both fields; and with paraprofessionals. They do not seek to deal, except
incidentally, with the question of technical training for conservationists or
ot her specialist staff such as reprographers.

1.6 The aimis to suggest a basic training programre providing the commn ground
work for all the workers involved directly in the professional managenent of
archives and records. Apart frominportant differences of |evel and approach,
there is a single body of basic training appropriate to the whole fieldThe

desire to encourage harnonization has raised the question as to whether there

shoul d be sone basic training for all workers in the information field. Thi s

question is not directly tackled here but it has not been possible to avoid a good

deal of reflection on it. The Quidelines (sections VI and VII) are arranged as far

as possible on a nmodul ar system, so that they can be adapted for those who do not
need the whol e of the basic course.

1.7 A set of general Cuidelines such as these have a linited use. It is not
likely that they will be suitable for adoption by any one particular training
institution as they stand. They nust be interpreted in the light of the loca
situation. This warning is nore necessary in the case of archive and records

adm nistration than with librarianship and docunentation. The character of
archives and the systens which generate themare so deeply rooted in the cultura

and admnistrative traditions of individual countries, that it is difficult to
general i se accurately about them across cultural and |inguistic boundaries. Al so,
the records and archives themselves (the accunulated material held by a records and
archives service) is by definition unique, this uniqueness not being affected by the
existence within the archive of a quantity of’ published or duplicated material or by
the ability to make a | arge nunmber of copies with nodern equi pnent. Archives wll
al ways remain unique, and this nmakes very difficult any attenpt to systematise al
aspects of their administration in a worldwi de archives science. Al'l archives and
records services, however, do share the characteristic that they should be user-
oriented

1.8  Subject to this proviso, the suggestions nade here are intended both to raise
prof essional standards and to systematise those standards as between nations
Particular training institutes will have to consider how far their application can
useful |y be nade. Consequently there has been an attenpt to avoid excessive
specificity in the Guidelines and excessive detail in the curricular nodul es. In
the general field of information studies it is particularly necessary to avoid
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rigidity. It should be possible to accept the principles of an internationa
standard w thout slavish obedience to a code.

1.9 In practice, the QGuidelines nust be ainmed primarily at the training needs
of the Third Wrld. It is not suggested that there should be a different
standard of professional excellence for developing countries.  The investnent of

scarce funds in this branch of the information infrastructure is a serious matter
in a devel oping country, and the archives and records nmanagement services there
may well have to justify themselves by results nuch nore rigorously than their
parallels in a devel oped country. The archivists of the nore advanced countries
have in this way nuch to learn fromthe experience of their colleagues in the
devel oping countri es. This is particularly so where practical records managenent
or the harnonization of information courses is concerned. In fact training in
most devel oped countries is far frombeing fully devel oped, and there is an urgent
need for a general standard for basic professional training which will highlight

areas where there is need for adaptation or for the revision of traditiona
attitudes.

1.10 It is often remarked that archivists and records nanagers are faced with
pressures which pull in opposite directions. One aspect of this contrary pull is
the tension between the archivist as admnistrator and the archivist as researcher

At a deeper level, these tensions counterbal ance thenselves and become a unity: the
records manager, serving the information needs of a current adm nistrative body, and
setting up a structure for the regular appraisal and disposal of its records, can
easily see hinmself as working towards the sane ends as his colleague the archivist
in a historical collection, or working for the conservation and exploitation of the

historic archival treasures of the realm In many parts of the world the
historical origins of archival training are in the second sector, and records manage-
ment has cone as a late, and not always wel cone, intruder. In other, very

influential, parts of the world, the situation is alnost the reverse of this. It
Is the view of the present work not only that there is the unity lying at the root
of all archives and records managenent which was referred to above, but that this
unity ought to be expressed in the training of recruits to the profession. There-
fore, although there will, in the long run, be a need for specialists in the
advanced practice of some aspects of the profession’s workload, it is assunmed that
as far as basic initial training goes, the best way is to provide a basic course
whi ch all shoul d conpl ete. This is a point not yet agreed upon in the devel oped
countries, or not explicitly and universally. In the devel oping world the point
Is accepted pragmatically, in the sense that any training that is offered at the
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right time has been taken up. It is a point of some inportance for professiona
devel opnent, and is inportant, too, where the harnonization of archival training
and other information studies is concerned. The present Cuidelines argue for it,

and are a step towards the formal advocacy of the principle in the centres of
prof essi onal discussion

1.11 The bibliography is intended to give references to additional information

or discussion which may help in adapting these general outlines to particular
situations. Beyond this it is to be hoped that individual |ecturers and teachers

of archives science and its branches will get used to drawing up course notes

and outlines, conparing these to avoid overlap within the institution, and naking

t hem avail abl e for conparison in professional circles. This coul d be done through
the International O earing-house for Instructional Mterials related to |ibrarianship
docunentation and archival work, situated at the University of Maryland (USA), and
publicised through the FID Newsletter on Education and Training Programed for
Speci al i sed | nformation Personnel

1.12 It would be inpossible to acknow edge individually all the distinguished
col | eagues who have given assistance to the conpilation of this study. Probably
most are represented in the bibliography. However if sone nmay be particularly
singled out, it should perhaps be those who participated in the meeting in 1979
on the harnonization of archives curricula, and those who very kindly contributed
to the preparatory studies for that meeting. The name of M Bruno Del mas stands
out anong these, but thanks are gladly rendered to all. In the first months of
1982, a nunber of distinguished col |l eagues gave useful coments and suggesti ons,
whi ch have as far as possible been incorporated. | would particularly like to
record thanks to M Artel Ricks, M S A1l Tirmzi, D Vicenta Cortes and

Dr Eckhardt Franz
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H | NFRASTRUCTURES

2.1 General preconditions.

Successful educational and training systens in any field require

some basic infrastructures. Yet countries and regions vary so nuch that
it is difficult to be precise about what these basic requirenents should

be. These CGuide lines should aim to be relevant to the needs of archivists
working in a wide rangre of countries. Each should be able to find within
the guidelines what is needed to develop training and to foster conmunication
with other systems and regions. Future networking nust be possible, and

the end result must be a supply of professionals who can comrunicate wth

each other.

2.2. Successful education schenes for archivists, like those for other
professions, energe in environments where there are governnents wth nodern
devel opnent ainms and a conscious interest in efficient admnistration.

Wt hout these there would be no way of getting official agreenment on ains
and strategies, on investnment, on the general philosophy of professional
devel opnent whi ch is assumed in the programe. Part of such a governnent
system is the structure of public education, which in turn nust produce a
supply of paential entrants energing from the system at various |evels,
each level with a career expectation and a recognised level of salary and
condi tion of service. This feature is inmportant, since not only does it
account for the ideas behind attitudes of the public (a synpathetic
appreciation here is in the last resort necessary), but it accounts for
the adequacy or otherwise of the supply of qualified persons available for
recruitnent at any particular |evel. Public appreciation will no doubt

follow where a tradition of service to users has been built up.

2.3 The need for an appreciation by the general public was nentioned above.
It is likely that this climte of opinion will only cone into existence when
the country has developed a significant nunber of activities and structures

in the academic and cultural area: wuniversities, research institutes, nmnuseuns.
In parallel grows the idea that research of various kinds - some in support

of administration and planning, some in pursuit of the disinterested

furtherance of know edge, especially know edge about the society itself and

its past - is of interest and val ue. Contacts wth institutions and agencies
abroad, indispensable today, wll be carried on in the medium of one of the
international vehicular |anguages. It is an inportant infrastructural

feature, therefore that there should be reasonable access to one of those
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i nternational | anguages, preferably through the normal system of education.
Also present will be a nunber of conplex institutions, and the government
itself, enploying relatively large nunbers of workers and carrying on

conplex activities which require orderly management and a planned supply
of information , and which generate records and records systens. From this
springs the need for trained personnel. Where this level of organisation
exists , a structure of public information services often already exists -
libraries , both public and special (perhaps also school Ilibraries), and
docurent ation services. There is a sense in which archives services depend

on the prior existence of these: actually the existence of archives and the

need to conserve and use them nmay well be antecedent to the devel opnent of
advanced or formalised information services. But it is wunlikely that
archives services wll advance to the stage of developnent where they can
demand and support training institutions until the sister professions are

wel | organised also, and enploying sonme nunbers.

2.4 Finally, in this survey of necessary preconditions, there should be a
certain level of technology available. It is true that archives services
can be run manually. The materials which are to be nmanaged - the records

and archives - are generated as a matter of course by even the nmost primtive
of orqanisations. However, though this may be admitted, it should also be

recogni sed that access to copying equipnent, repair equipnment mcrofornmns,

and perhaps even to conputers is an inportant elenent in providing nodern

user service. The likelihood is that access to technological facilities
will play a growing part in the development of information services in the
future, and wll come to dominate professional thinking, and the approach
to problemsolving in professional areas. For these reasons it would be

difficult to envisage the establishment of professional training schemes in

situations where access to at |east some technological services does not exist,

or where these services cannot be nmintained.

2.5 Manpower___pl anni ng

It is normal for a country, even in the earliest stages of developnent,
to draw up a national manpower developnent plan, which will attenpt to
allocate the products of the national education system to the areas of
enpl oyment where they are nost needed. In some circunstances services have
been omtted in such plans: where indigenous graduates are very few, their
career expectations wll be correspondingly high, and they wll not be

satisfied in occupations which do not yet everywhere enjoy high prestige.
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However, this stage of developnent has been passed in nobst parts of the

world, and there is now a good supply (sonetinmes an over supply) of graduates,
who will therefore be prepared to take the I|ess glanorous professions
seriously. In this situation it is inportant that manpower plans for the
information fields should be included in the national nmanpower programe.

It becomes the duty of professionals then to see that the necessary briefing

is given to the relevant mnistry. Once enbodied in the plan, the supply of
information manpower, its recruitment and training, and its satisfactory
disposition in a career structure, wll not present the major problens which

otherwise my be encountered.

2.6 Recr ui t nent | evel s

Nati onal education systems produce persons educated to various |evels.
For our purposes, the nost inportant level is that of graduation from
university or higher education. It is a fact that archivists worldw de tend
to be organised as a graduate profession. In a few countries at an early
stage of developnent early training schenes have concentrated upon paraprofes-
sional levels, recruiting from secondary school-I|eavers. Par apr of essi onal S
are those who actually carry out the processes involved in records management
or archives administration, under the general supervision of fully professional
staff. These do have an inportant part to play, but ideally archivists ought
to be wuniversity graduates and receive training in the framework of wuniversities
or simlar academic institutions where there is interdisciplinary work, cultural
and research activity and the habit of rational enquiry. The lack of this kind
of activity has in nmany countries constituted an obstacle to the recognition of
the value and function of information workers, and particularly archivists, by
society and by governnent planners. Archivists must be encouraged to earn
this new status, not only through the exploitation of information resources,

but also through research and through service to users.

2.7 There will also be a need for the recruitnent of sone personnel for
par apr of essi onal posts, at levels below that of the university graduates. There
will be a need for sonme technicians, trained at a technical institution. But

since the nunmbers involved in archives work (and indeed in information work
generally) are small, there may well be a case for concentrating technical and
non-graduate work in a single training centre, in order to avoid duplication of

courses and to nmake the nobst of teaching expertise.

2.8 There is also a strong case for associating archives training with the
training of librarians and docunentalists in an institution for infornmation
st udi es. An archives departnment mght also do well in an institution for

managenment or administrative studies, but if this is done it should be allowed
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a good degree of independence. No discipline thrives if it is overshadowed
by an institutionally stronger alternative which is a rival claimnt for

resources.

2.9 Ains and pedagogical strategies

Following the coments nmade above on the nature of wuniversity teaching
and learning, it is inportant that archives training/education, both at the
prof essi onal (graduate) Ilevel and at the paraprofessional |evels should break
away from the educational nethods of secondary schools, even where these are
i beral. Any pedagogi cal nmethod which stresses rote |earning, the mechanical
copying of notes, the wuncritical acceptance of the authority of the teacher
(in relation to the truth of what he is saying) works against the basic
preparation of any professional worker in the information field. The goal
is a self-reliant practitioner who can undertake his work wi th assurance
because he can solve the inherent problens and also be certain of its value
to society, testing this against criteria which he can establish. This aim
is a challenge to any educational system and will be a serious critique of
many. It has been an inportant barrier, in many parts of the world, to the
creation and maintenance of efficient and useful information systems, or
archives services, that the personnel involved have not been able, because of
their educational backgrounds, to evaluate their situation and plan the

resolution of its problens.

2.10 Archives services and information infrastructures.

It is hard to imagine a successful schene for professional training in
a setting where the existing information services - not only the archives -
are not in efficient operation. There is an inescapable need for practical
i n-house training as part of the training exercise, and this needs to be
carried out in a good professional atnosphere. Simlarly it is not easy to
convey the value of docunentation techniques to archives students if they
cannot see them in use in an actual docunmentation centre. A functioning
library service is needed for the supply of books, quite apart from providing
the chance to see how such a service works and how its staff carry out the
various functions, many of which overlap considerably wth aspects of archives
wor k. The areas of common interest between the information professions, and
the fields in which they can work together to achieve political or public ains,
the pronotion of legislation for instance, have really to be seen rather than

just read about. Prof essional education will also have to include at |east
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some know edge about the progress of specialist technology as an aid to

problemsolving in professional fields. This is difficult in a situation

where the technology is absent or ineffective.

2.11 The better the information services which are to be used for visits

and practical work, the better will be their influence on the preparation
of future professionals with vision and understanding. The influence is
of course mutual, for existing services wll gain imeasurably from contact

with students and beginners of high calibre and perceptiveness.

2.12 St at us

As inportant as the state of mnd and background education of the
personnel, is the status of the posts to which they will be recruited, both
in public esteem and, probably closely connected, in salary scale. There
are two problems: one where the salary scales allotted to archivists (and
other information workers, for the sister professions largely stand or fall

together) do not accord with the scales given to comparable workers in other

fields - where archivists and librarians, for instance, are paid |ess than,
say, general admnistrators. The second problem occurs where, although
archivists and librarians are given scales which are appropriate in

conparison wth conparable posts in the public service, these public scales
themsel ves do not conpare well with the enolunments provided in the private
sector or outside governnent. Archivists tend to be enpl oyed in public
service and are therefore particularly exposed to this situation when it
occurs. The depression of the public sector relative to other enploynment

groups is a msfortune for any country, and the solution to the problem does

not lie directly in the hands of archivists or of information worker’s (though
they may help to bring the problem to the surface). One effect is that in
situations like this the graduates of an archival training institute will be

tenpted, after graduation, to leave the industry for better opportunities in
ot her work. That would be a waste of investnent capital. It is not at all
i nevitable that archives work should be low on the list of desirable jobs,
since it is a task which needs people of vision and offers the possibility of
useful and exciting work. VWen this is being done there will be no lack of
job satisfaction or of public recognition. The lack of status has the
contrary effect: wthout it, entrants to the career are of too low a calibre,
their work is wunproductive and boring, the service fails, and there is a
vicious spiral of decline. VWere it exists this spiral nust be broken.

It is difficult to
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mninmse the long term result of recruiting at too low a calibre, for then
the wrong persons occupy key posts for nmany years: it is better to aim for
adequate status and adequate recruits from the beginning, even where this
means delay in getting the training process started. If these mistakes
are avoided, there can be an upward spiral, where service-oriented work of

visible public and social wutility is tangibly rewarded.

2.13 The question of status effects the quality of the courses offered for

the training of archivists. Training should be relevant and specific to the
job, and should be taught to high standards. If this is done, students of
high calibre will be attracted, and these in turn wll inprove the already

hi gh standards; there will be no descending spiral here again. The

conclusion here nmust be that archives and records nmnagenent training should
be specialist and vocational, and be oriented towards supplying the nmanpower

for archives and records services. It should not be regarded as one of the

subjects taught as part of a general education.

2.14 Training abroad and at hone.

There will often be a case for allocating sonme training to be done in
foreign countries. This statement applies equally to the developed countries
whi ch have established adequate training institutions. Not only is the

ability to conpare and to have direct know edge of alternative systens an
i mportant one, but the inportance of international standards and even to sone
extent of international networks is grow ng. Looked at from this point of

view the main value of practical experience abroad would be at |eadership |evel.

2.15 In the case of developing countries there is a dilemmn. Shoul d they
develop training schools within their own regions and elimnate the need to
send students abroad - and in doing so suffer the risk that their students
will not see the best standards in operation, or benefit from the enthusiasm
and charisma of certain excellent teachers in the profession? O should they
continue to send students abroad, where under ideal circunstances they nay get
good teaching, see excellent standards in operation and know about the | atest
technol ogy, but come home to sonething so different as to stifle initiative?

Training should be relevant and appropriate.

2.16 Again, it my not be satisfactory to establish a training institute which
is conceived as inconplete. If it trains only paraprofessionals, while the

professionals go abroad, this only serves to depress the status and interests



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

- 12 -

of the local teaching staff, and the calibre of students who apply, or at
least it may do so if the ethos of the school is not fully adjusted to what
it actually sets out to do. In this case the school had better be in a
technical or non-university setting, where there is full recognition of the

internediate level of the institution and where the teaching and backup

nmethods are designed to correspond. But since professional archives work,
linked essentially wth research, is in its essence acadenic and manageri al

it will nore likely be preferable to plan a training school to teach all

levels and wthfull academc accreditation. Even if for some years candidates

are not available for the nore advanced levels this my be a better target to
aim at. If the goal exists in plan, staff wll maintain their enthusiasm by
themsel ves undertaking research and working for higher degrees (perhaps abroad)
in expectation of the day when their own school wll have expanded to its full

potenti al .

2.17 There is a continuing role for professional bodies such as the
International Council on Archives, its Regional branches, and national pro-
fessional associations in advising on these policy questions. Together with
aid agencies they also have a place in helping to find grants, bursaries and
fell owships, where these are necessary in order to support individual students

during training, particularly where this involves a period of study abroad.

2.18 Professional bodies may also expect that they wll be consulted when the
curriculum of a training course is being planned. However the final control
over the shape of the curriculum and the way it is distributed to teachers for

i mpl enentation, nust be in the hands of the training institution, acting through
its normal governing channels. Simlarly, though well-organised professional
associations may have a place in the registration or recognition of professional
qualifications (especially where nmenbership of the association is a requirenment)
the setting, marking and conduct of exam nations nust be in the hands of the
training institution, again acting in accordance with its statutes. The best
way to ensure this is to attach the training institution to a university, and
this solution has the nerit of bringing the students into contact wth other
disciplines (including research disciplines) and of providing academc and

| ogi sti cal infrastructures, together with a wdely recognised status which it
can confer on its degrees and diplonas. An alternative solution would be to
make the archives and records training progranme a part of an institute of

i nformati on studies. In choosing between these alternatives, the question of
student nunbers is one crucial factor, but the question of the status of the

validating body is one alnost equally inportant.
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111 I NSTI TUTI ONAL  FACTORS

3.1 Financial and |ogistical support.

aAswith all other institutions, an archival training school needs a
budget which covers capital expenditure and recurrent expenditure. These
need not be great, in conparison with what is required for investment in sone
other technical forms of education. Sensible planning is essential to ensure
the best possible use of available resources. However wi thout sufficient
money the project wll not succeed.

3.2 Capital investnent is needed to establish the school on its site and to
provide the initial installations. These should be appropriately designed,
and for this the right professional advice should be sought. Bui | di ngs shoul d

allow for three functions: teaching, technical work and support services.

3.3 Teaching roons: the design of these has an inportant effect on the

character of the courses. Formal lecture theatres, for exanple, cannot be
used except where the students form a nore or |ess passive audience sitting in
strict rows. In an archives training centre, a rather different teaching
situation is needed, one in which students and teachers can group thenselves
less formally, and yet at the same time can use any teaching technology (such

as overhead projectors) naturally and conveniently.

3.4 The number of Ilecture, seminar and tutorial roons is not calculated from

the total nunber of students but from the nunber of neetings likely to be
arranged at any given tine. The outline curriculum should therefore have been
wor ked out before the stage at which planning the building is finalised. I't

would be a pity if relevant activities were to be curtailed for lack of roons)

and one advantaye of belonging to a larger institution, such as a wuniversity,

is that accommodation can nearly always be found in other departnents. By
conparison wtn sonme other educational areas, the nunbers of students wll not
be great. Studies on the design of two regional archives schools for devel op-

ing countries (Southeast Asia and Anglophone Africa) indicated that classes of

about 20 might be the largest to be coped with under normal circunmstances (with

a maxi mum of 30 in one case). In practice, nuch teaching would take place in
smal ler groups than this, and the student intake wll presumably not be at its
maxi mum in every year. In fact it would be desirable if student groups could

be reduced to figures below this, but the need to provide an econonical

institution will mlitate against further reductions of the staff - student
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ratio. A good physical atnosphere is always desirable, and this may include

air conditioning in a tropical setting.

3.5 Technical roonms: the npst inportant consideration here are the pre-

servation and reprographics |aboratories.

3.5.1 Preservation is a central conponent of archive adm nistration.
It a technical subject, science-based. Practical repair operations

are done by technically trained staff, who may therefore receive their

training in a craft school or technical institute, and this has a
bearing on whether or not the archive school is to enmbark on a |aboratory
or not. Prof essi onal oversight of the preservation programe is

traditionally the concern of archivists, nmost of whom have tended in

the past to lack a background in the physical sciences. It is
recormended that developing countries adopt a very sinple |aboratory (60)
using locally nmade materials wherever possible. Such a laboratory is
not expensive, and would be capable of supporting an interesting and
effective training progranme in conservation managenent. The key
question is whether it can be staffed or not. One generalisation may

be attenpted: where there is a |aboratory, however sinple, there should
also be a skilled technician to maintain it as a base for teaching and

resear ch.

3.5.2 The same general considerations apply to the reprographics
| aboratory, except that the equipnent (mcrofilm caneras and processors,

chem cal consumables, etc., are not wusually sinmply made |ocal products.

: : 1 : L
Here too there is a suitable rm(c?el). Airconditioning and a controlle
environnent are likely to be of great inportance.
3.5.3 Both |aboratories lend thenmselves to resource sharing, and to the

offer of joint operational or research services.

3.6 Supporting acconmodation: this includes:-

(a) individual teaching staff offices (essential)

(b) staff and student access to library facilities. A separate library

is not recomrended where there is any possibility of access to a

larger library service, as in a university or national archives
servi ce; for one thing there is the question of the professional
mai nt enance and administration of the library, and the integration
of its catal ogues. The supporting library nust have a full

collection of professional materials, regularly maintained and

updated by an archives\records specialist;
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(c) staff and student common roons. Here again it my usually be
best to integrate the archives students into |eisure accomopdation

provi ded on the canmpus as a whole;

(d) admnistrative offices, including access to equipnment for naking
and storing teaching aids.

3.7 Finally it will be necessary to consider to what degree of technol ogical
sophistication the school is likely to develop in the imediate future.

Teaching technologies nmay include:

(1) pedagogi cal technol ogies such as film and slide projection, audio

and video recording;

(2) i nformati onal technol ogies: mcrocomputer, access to rmainframe
conputer via either an interactive termnal or a data

processing facility;

(3) nore devel oped reprographics (see 3.5.2 above). Possibilities
may extend from rapid xerography, through the various forns of
phot ographic or lithographic printing, as well as mcroforns

with caneras, processors, readers or reader printers.

3.8 It should go without saying that there is often an advantage in sharing
these facilities wth [larger organisations. By doing this there is the
opportunity of getting a larger and nore conplex range of equipnent;

mai nt enance and supply is better, as is security; and there are advantages
in the interchange of experience between staff and students when they neet
and work with staff and students in other (probably related) disciplines.

This is particularly true in the case of conputer studies.

3.9 Account nust be taken, in initial planning, and in the accomopdation
allocated, of these technical and scientific developnments, and of the school’s
likely attitude to them over an agreed nunber of years into the future. It
should not be forgotten, especially in developing countries wthout easy access
to inported materials and expertise, that a sinple and inexpensive installation
relying on nmanual skills and local materials, my well be a better approach,

and should in nobst circunstances also be a feasible one.

3.10 Students and staff need financial support. Staff salaries are of

course a conponent in the recurrent financial arrangenents for the support
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of the school. The support of students must also be provided for. Nor mal | y
this will be in accordance with the general arrangenents made in the country
for students: probably there will be some form of publicly provided grant, or

| oan. There must also be provision for the housing and feeding of the

students, presunaby once again in association with the student body of the

| arger organi sation. These questions become nore inportant where students
are accepted from other countries or regions, the nmore so as these will have
to remain in residence during periods which, to indigenous students, would be

periods of vacation.

3.11 In ideal circunmstances the training school my have the disposition of
advanced studentships or a nunber of bursaries or grants for student

mai ntenance to be used for fellowships. These can bring forward selected
students for further study, research or specialised training. This can be a
nmost wuseful facility, and has been used to good effect by many acadenic

foundati ons. It will be particularly valuable if indigenous teaching staff
have to be trained.

3.12 Staff

In the context of an archives school it is difficult to establish a

definite figure for the desirable staff-student ratio. The I|FLA standard for
library schools is 1:12. Certainly it would not in principle be desirable for
an archives school to fall below this. But the special problem of archives

schools is generally that they nust teach a very w de range of subjects to a
relatively restricted number of students. It is not likely that such schools
will suffer from academ cally unacceptable staff-student ratios. In fact this

is not a statistic that is likely to be useful in planning the school.

3.13 What is the mininum nunmber of permanent full-time teachers required for

an archives school? For an initial or basic course in the essential profes-
sional subjects, one active and able teacher may well suffice, particularly if
he is well supported by internship or strongly developed practical exercises.
This assunmes, naturally, that the wi de range of subjects additional to the

basic professional core can be taught by using other available resources.

As the school develops, full-tinme staff working in the professional area could
expand to three. An analysis of the additional or conmon subjects (see section
VI and VII) suggests that up to eight other teachers mght be involved, covering
specified areas listed in 3.109. If there is to be a strong progranme of
research and advanced study, or for the developnent of archival education wth

in-service courses, then naturally there nmust be staff to provide for them and
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probably a fund for travel and subsistence. The fewer the full-time staff,
the narrower the way in which the basic curriculum is covered, and this in
itself 1is wundesirable. There should in any case be enough teaching staff
to allow regular interchange of information and ideas, such as is done in a
university departnent. Periodi cal semnars involving archives and records
management practitioners, or other experts outside the inmediate teaching

staff, are one way to do this.

3.14 It is wusually difficult to find full-time teachers of archival subjects,
even in developed countries. Prof essional subjects should be taught by
professionals (and hence not by academics who belong to different traditions,
e.g. history), who should be qualified not only by the possession of a diplom
or the equivalent but also by experience in responsible posts. But such
people are needed in their substantive posts. It would be a considerable

sacrifice for a developing country to wthdraw a successful and experienced

professional from his job and devote him to teaching. It is a sacrifice which
woul d bear fruit in the long term especially since if the archives school is
under the direction of an active individual of standing and reputation, it is
nore likely to be successful. But it is rare to find such a person avail able.

3.15 Alternatives are to bring in expatriates, or to train indigenous teachers

who are not experienced in archival practice. Both of these courses entail
di sadvant ages. Expatriates, even if they are deeply synmpathetic (both in fact
and in intention) are wusually available only for short periods. To use them

i nvolves many adnministrative difficulties and delays in the aid-giving agencies,
and necessarily entails a fairly constant changeover of staff. On the other
hand, one may find and take advantage of a w de range of differing experience

by this neans.

3.16 The other alternative is to select and train indigenous teachers of
archive subjects, from those who have a good academ ¢ background but who |ack
experience. Courses abroad can sonetines supply some of the deficiency, but

this choice entails risks which can only be justified by the excuse that no

ot her course was possible. The position of a teacher of professional subjects
who is qualified but lacking in long experience on the job wll be a difficult
one when the professional body has expanded and devel oped. Perhaps a schene

for regularly seconding the teacher for practical experience in a professional
situation mght be a successful device and will at l|east keep him in touch wth
daily practice. Providing for a body of acadenic teachers of archival

subjects, and recruiting them may be one of the priorities
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for professional developnment in the years to cone. Meanwhile the recruitnment

and training of teachers is one of the nbst serious problens facing the newy

established archival training schools.

3.17 Qutside the small body of full-time teachers the renmainder of the
teaching staff wll probably be found by both of two nmethods: drawing on the
talents of practicing menbers of the profession in the country; and drawi ng

on the facilities of other departnents in the |arger organisation.

3.18 Using practitioners as part-tinme teachers has its advantages. It is a
way of capitalizing upon the existence of a pool of skilled educators in the
locality, it offers the archivists thenselves a chance to consider and wite
about their subject in an academic context, and gives the students a good
practical contact with the job. Di sadvantages are that the archivists are
called on to teach on top of their normal workload, and often cannot give the
proper anount, of tinme to it: they may |ack pedagogical skills, and nmay
perpetuate outdated nethods - in fact this nethod of teaching has nany of the
di sadvantages of in-house or apprenticeship types of training. Care nust be
taken to see that part-tine teachers do in fact observe the best standards.

CGenerally the practice is to be recommended.

3.19 It is hard to inmagine that there wll ever be an archive school which
does not seek to draw on the expertise of teachers of other disciplines.

There are so many subjects which have to be drawn in: the auxiliary and
interpretative historical sci ences; | anguages; manageri al and administrative
sci ences; research et hodol ogy; technology and their basis in the natural

sci ences; and there may be other fields, but npost universities would be able
to provide this kind of support as well as other infrastructures. There is

one special case of particular difficulty: admnistrative history. Thi s

subject is essential to archive and records training, and indeed to archive
practice. Though there are often partial studies of adnmnistrative structures
and practices available locally, the research material it uses, nanely the
archives and records, is the same material that demands its use; and archivists
are the ones who are usually best placed to develop the subject (in sone
circunstances it has been adopted by a specialist historian). Adm ni strative
history is a very fit area of research for an archives school to adopt and
foster. These long-term virtues are difficulties in the initial stages, for
who can teach administrative history relevant to the country concerned, in the

period before there are archivists (or teachers of archival subjects) who have
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done the basic research in it? Cearly, it is not likely to be expatriates.
Eventual [y the answer can only lie with the practicing archivists of the country;
but apart fromthe fact that they will have nmuch el se to do apart from researching
the adm nistrative background of their own government, it is possible that they
may |ack the acadenmic training or the personal bent which is required to make the

subject vital and scientific. Finally, in advance of the publication of eventua
research findings, there is likely to be little available in published formto
use as teaching or learning naterial. Here is a major problemto which the

practical solution is likely to be as difficult to find as the theoretical solution

3.20 Students

The mpjority of archive schools assume that their students should be full-

tine. Some denmand prior experience, sonme teach students who already hold trainee
posts in the archives service; nost teach students who have to seek jobs in the
open market upon graduation. The tradition that they should all study full-time
using a syllabus devised by full-time teachers, is nearly universal. However

the existence of a few part-time archives schools, and the nearly paralle

experience of schools of other subjects with part-tine students, shows that

consi deration should be given to the possibility of making every archive trainee

to sonme extent part-tine as a student. The renai nder of the time he would be
spending in operational work in an archives or records management service. Si nce
archives admnistration and records nanagenment is essentially an applied subject,

a body of practice, there is nmuch to recommend this approach. By adopting it, the
probl em of inconprehension would be reduced; courses would no | onger be excessively
theoretical; the problemof how to arrange records managenent practice woul d not
exist; financing and accommodating the students would no longer be a problem and
the intake of students could be finely adjusted to the market for recruits. Part -
time courses could be planned on the nodel of some industrial training courses.

In these the student woul d serve a period, perhaps a year , as a trainee in an archives

servi ce. After this he would be released to do one of the courses at the archives
school . these could be arranged in blocks of, say, three months, followed by a
further period of practical study. Alternatively the student could be rel eased
for one or two days each week. Natural |y the whole course would then take | onger
(say two years instead of one) but would be altogether nore neaningful for the
student, who would have to do his practical exercises as he went al ong. It would

al so be more meaningful for the supervising tutors, who would have to supervise
practical assignments in a real-time context. The corresponding disadvantage
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is that the nore academ c aspects would probably be mnimsed.

3.21 Part-tinme courses, however, are not always possible. Vhen foreign

students participate, or when organisations send in students for training
when they have no structured archives service to second them from when the
potential market is not known, or when it is not the parent university's

policy to offer part-tinme work, then students nust be full-tine.

3,22 The question of student numbers has been touched on in 3.4 above. The

figure is determined in part by the size of the school itself, with its

teaching and |earning resources; partly by the supply of student supporting
fi nance; partly by the readiness of applicants of the right age-group and
qualifications to cone forward; but nost inportantly of all, by the extent

towhich the existence of the school is able to realise the potential demand

for archival training. There should be target figures for recruitnment and
output which will take these factors into account, in relation to the budget,
human resources and accommodati on. In the developed world, where archive

courses are sonetimes based in university departments, there can be as few as

4 or 6 students a year. In other cases, where there is a specialised national
institute, the intake can nunmber hundreds. In the circunstances of devel op-
ing countries, an intake of 20 at the paraprofessional course and 5 at graduate
| evel would make an excellent target for the initial phases. Wth enough
trained and experienced teaching staff, and with the full narket potential
realised, such a school mght begin to nunber its students into three figures.
Despite this there will always be a case for the small archives school wth
perhaps one full-tinme teacher and calling upon a nunber of practitioners to
give part-time assistance. Sone countries wll never ask for anything nore

el aborate than this.

3.23 Although it is the personal calibre and notivation of the potenti al
student which is the nost inportant element in his selection, rather than his
academic achievenent, there is a general assunption that the latter reflects
the former in npbst cases. Entry requirenents for the various |evels should
be established in relation to those of the parent university (there is in
practice rarely nuch latitude to vary these). Entry requirenents should be
insisted on, even where students are sponsored and paid for by enployers.

The question as to which should have the greatest say in entry to the
professional body - the university, the enployers, or the professional
association - is one which is still to be seriously debated. But there is no

doubt that an archives school should have enough auutonony to allow it to
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sel ect candidates for admni ssion. The consequences of admitting an
unqualified or lowcalibre student at an early stage are I|ong-Iasting.
Simlarly admssion procedures should be established in the light of the
practices and traditions of the parent body. In general it is a good idea
not to admt students until they have gone through a selection process which
may in some cases include a conpetitive entrance exanmination, and which should
normally include a personal interview At this interview the interview ng
panel should attenpt, firstly, to determine (with the aid of references, etc)
whet her the candidate's notivation to undertake a career in a service
profession is genuine; and secondly, whether he has the right personal

characteristics to work in a team and to understand the concepts.

3.24 Learning resources

The provision of library and bookshop facilities to the students is
alnost as inmportant (in some way more inportant) than facilities for their
food and housi ng. If books are not available in either form then the only
| earning nedium can be the teacher's notes, and there is an inevitable
tendency to learn these by rote. A university-level training course denands
that students should have access to l|learning resources, and should be able to
evaluate and use these in argunent; | ectures are intended mainly to catalyse
this process, and only secondarily to inpart information. Sem nars are an
i nportant nmeans whereby ideas and information are tested and refined.

Li brary and bookshop provision should not be limited to the materials nentioned

in class, but should enbrace a w de spectrum of the cultural and scientific

uni ver se.
3.25 The building up of a library of technical literature is one of the nore
demandi ng tasks before the planner of an archives school. Many of his

materials exist in different |anguages, and originate from different sources

and in different forns. Large areas of the subject are not dealt with, or
not satisfactorily, in formally published matter. The assistance of the
i nternational professional bodies will help him to assenble nuch of the nost

important reading natter, and sonme of the other non-book teaching materials.
A RAMP study is shortly to produce a standard reader to provide sonme basic
textual material. Encouraging students to read - and critically - purely
techni cal literature, even where it is not in a strange |anguage - remins

one of the nost serious pedagogical challenges.
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3.26 Specialised equipnent.

A recent experinent in introducing mcroconmputers into a school
faltered when it was discovered that the hardware was not to be forthcom ng.
Undeterred, the teachers concerned went ahead with a course on °‘preconputer
skills' in the course of which they used nmakeshift materials, and undertook
to teach the necessary basic concepts and |ogic. This can always be done.
However a serious training course for post-qraduates ought to have adequate
access to conputer facilities. Here is another case for attaching the

school to a wuniversity, so that it should have full access to the facilities

of the conputer |aboratory. In the future, access to conputer tinme may be
by way of mcroconputers, so that the tendency will be away from the
centralisation of teaching and operational work in large centres. Sonme

access however nust be allowed for.
3.27 Access to other equiprment has already been nentioned: microfornms,
copying, printing. The problem of repair and conservation has also been

dealt wth separately.

3.28 Visits, _denpnstrations and nodels.

Probl ems concerning the effective use of denonstrations, nopdels and
visits in professional teaching are (a) how to provide practical exanples, or
practical tasks, which are both realistic and demanding, and yet do not ask for
too much tine; (b) how to arrange the large number of visits which are
demanded to give the student a first-hand knowl edge of the min information
units in the country. Arrangi ng educational visits is itself an area of
expertise, demanding as it does a full briefing, controlled exposure to the
site, and followup activities (a worksheet is often of value during the visit
itself). Visits nust sonmehow be nade to nove from being a form of tourism to

an opportunity really to penetrate below the surface of the organisation being

vi sited. This again demands the patient co-operation of the resident staff,
and their wllingness to answer difficult questions and listen to apparent
criticismns. The availability of information services for visits and the

exi stence of a community of enlightened and conradely professional staff in
them who approve of the ains of the archive school and so assist it readily,

is an inportant part of the necessary infrastructure.

3.29 In many developing countries basic information services are too poorly
organi zed to serve as suitable nodels for students. It is the output of those
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same students over the years that wll eventually transform them Thi s

difficulty can in nbst cases only be over come gradually, and by neans of

close solidarity between menmbers of the archives profession in the country

(and between them and the other information workers). By banding together

effectively on the
public scene, but they wll provide the atnosphere of constructive criticism

and of effort towards a comon goal which is necessary

closely to take common action they will not only act

to make progress.



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

- 24 -

I'V. EDUCATI ONAL  FACTORS

4.1 Obj ecti ves; planning a training programe.

Archives and records nmanagenent, forming part of the information
service of a country, have value to offer to national and regional developnent,
in return for the resources applied to them This will only be so, though,
if they are planned in association wth appropriate developnment plans.
Ideally these plans will include sections to deal with the place of the
information services in the overall development of the nation or region, and
will give sone forecasts of the manpower required to carry out the devel op-
ment needed. Where this is not so, steps should be taken to establish the
basic facts (especially the nmanpower aspects) required to keep pace wth
nati onal or regional devel opnent. These tasks can often be done nost quickly
and easily by bringing in an expert consultant who can carry out a survey and
draw up a plan quantifying manpower requirements for a period and relating
these to what is known of national devel opnent plans. In the absence of an
expert on short-term mission from abroad, the training institute itself should
carry out the survey; indeed it is desirable that the institute should always
be aware of the market it has to serve, both on the demand and on the supply
side, and the main fluctuations which it is liable to experience. Pl anni ng
projections are desirable in thenselves, but that they should be associated
(at least) with officially approved devel opnent plans which are larger in

scope than the archives or the information sector only, is highly desirable.

4.2 bjectives for the planning of courses should take account of the
orientation which is desirable for products of the courses: trained personnel
shoul d approach their tasks with the attitude of giving assistance to national
devel opnent by establishing or developing useful and workable services which
answer the actual or potential demands of users. Archives managenent systens
are of palpable help as part of the infrastructure of national developnent but
only if they are effective in terms of user satisfaction. To achieve this
they nust be staffed by people with a user-service orientation, who are able
to approach their tasks in a problemsolving spirit, and who can assess the

degree of success which has attended any operation.

4.3 Such open-m ndedness includes awareness of trends and changes in the
information professions and in the use nmade of them in the course of national

devel opnent . This is particularly true when it conmes to the adoption of
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technology or participating in resource-sharing schenes wth other sectors of
the information industry. I nvol verent in such schenmes will not only affect
the numbers of entrants and the nature of their training but also the poss-

ibility of co-operative training and the provision of common courses.

4.4 A centre of professional training is also a centre of research into areas
of professional concern. In the nmore developed countries it has not always
been accepted that the archives training schools should operate in advance of
the archives systens they train for. The profession itself has been rather
conservative and has asked for new entrants who were able to carry out tradi-
tional techniques in subordinate roles. Sone archives services have preferred
to train their new recruits by apprenticeship for the sane reason. | nnovati on
and developnent in this situation come from within the pre-existing archives
services, perhaps wunder indirect stimulus from developnments in manageri al
practices or from the sister professions. There has been a fear that

i nnovation deriving from theoretical academc research and taught to

i nexperienced trainees wthout experience on the job, would prove inappropriate
when the newly qualified staff arrive in post. This should not be exaggerated.
In the case of many developing countries, the fear nmy be unjustified. It

is less likely that pre-existing archives and records managenent services

will offer solidly successful exanples, and nore likely that new techniques,

or resource-sharing projects, wll offer answers to traditionally insoluble
probl ens. There is nore likelihood that newWwy qualified entrants wll be
asked to establish new services in which they will be the only professionals.
Consequently it is probable that the training institute should be prepared

to be a l|eader and innovator in professional nmethods, and prepared also to
propagate these nethods through outreach programes, wupdating courses and
continuing education. On its own side it should have an active and practical
research programme, and be in constant and ready contact wth devel opnents

in its field in other countries and in the sister professions. Revi si ons

of the training programmes should be nade in response to new devel opnments

and changes in user demand, new systens, parallel developnents and the

state of national or regional devel opnent. There should be a system for

regul ar assessnents of the effectiveness of the training offered, and regular

programme revi ews.



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

-26 -

4.5 Target groups.

Pl anning for manpower supply and its training should include a policy
on levels and on the type of training needed. What kind of personnel are
required? The objective is to supply staff for archival managenent, records
managenment, and technical services. In each of these fields there is a need
for a body of professionals from the best of whom the nmanagerial group wll
be chosen. CGeneral assistance is given by paraprofessionals. In the
technical fields, there is a need for practitioners at both supervisory and

operative levels and for scientists. (see Fig.1)

4.6 Manpower policies should take account of the need to provide proper
career structures, into which graduates of the training scheme wll pass.

These graduates have a right to expect that, if they denonstrate ability, they
can rise eventually to senior positions which have greater responsibility and
greater rewards. There is a particular problem w th paraprofessionals, who
may in some cases be persons of great ability who may have been obliged to
enter the profession at a low |evel because of extraneous difficulties during
their school i ng. Promotion from grade to grade may in suitable circunstances
be regulated by a system of in-service training with periodical exam nations
or evaluations. Such evaluations should be recognised by the general system
of career demarcation (eg in the Civil Service) to which informtion workers

are nost closely assimlated.

4.7 It has heen argued that training schenmes in developing countries should
start wth paraprofessional courses, relying on netropolitan countries to
provide higher level staff, wuntil in the course of tinme nore advanced work
beconmes possible in the hone country. This is the principle adopted at the
School for Librarians, Archivists and Docunentalists (EBAD) at the University
of Dakar in Senegal. It is a reasonable and practical approach, but it is
only viable where there are suitable courses at nore advanced |evels available
el sewhere in sufficient nunbers to students from the developing countries
concer ned. This condition is not easily fulfilled. In any case there is an
equally strong, or stronger, argunent that developing countries should seek to
train their own staff at fully professional and at nmanagerial |evels, at an
early stage. This contrary principle has adopted at the Regional Training
Centre for Archivists at the University of Ghana and at the National Archives
of India. (A simlar principle is also accepted tacitly by devel oped
countries in Europe and North Anerica, Wwhere training provision is over-

whelmingly provided only for professional entrants and not for paraprofessional,
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managerial training, it is true, is usually lacking as well). It is inportant that
the archives/records panagement service should be imaginatively and actively directed
at ail stages (and especially in the earliest stages); this is too inportant to be
left to expatriates unless as a last resource. | ndi genous professionals trained
locally will more naturally formpart of the information comunity, a comunity upon
whi ch depends the good planning of the information services and their setting in

soci ety.

4.8 It follows from these considerations and from the sjtuation of devel oping
countries generally that the first graduates fromthe training scheme wll probably
achieve early responsibility (in some cases instant responsibility). This makes it
all the nore inportant that initial training should include progranmed to enphasise
self-reliance, and the ability to manage, to innovate, and to draw upon the best of
other people’s experience.  The training school can help by its research and

continuing education programmed; but nuch depends on the habits of mind and study
inculcated in initial training and in work
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V. ENTRANCE LEVELS

5.1 Figure 1 shows that training and recruitnment can be viewed as three
hori zontal stages in three interrelated but distinct vertical streans, or as
three levels of a single professional service plus a distinct technical
stream To resolve the problems of constructing an overall training policy
which will provide for all these possible needs, we nust first look in nore

detail at each section, and at the career situation which relate to each.

5.2 VWhatever the level, all courses of professional training have in comon
that they are ainmed at equipping students with the whole range of know edge

and skills required for enbarking on a career in archives or records nanage-
ment . Students at all levels nust have an overview of their whole discipline,
and some acquaintance with problenms and techniques in each part of it.
Differences of level therefore do not correspond to truncations in the course
of training: all levels of training must have conplete courses. The difference
between levels is one of outlook, treatnment of subjects, and |evel of
qualification offered. Each level of the courses should aim at producing
personnel who can quickly and effectively take up a job in an appropriate part

of the service, and become a productive nenber of the team there.

53 Pr of essi onal cour ses.

Entry to the training course which will qualify graduates for their first
prof essi onal posts begins at the conpletion of their normal first wuniversity
degree. (In sone cases considerable experience in a responsible post my be
accepted as an alternative). The training course will itself be an advanced
or second degree course, mainly consisting of taught courses but possibly
containing an elenent of original work, and it should therefore take its place
with simlar courses of I|ike weight. A reasonabl e conparison would be wth
the American MS degree, or wth the British Postgraduate Diploma (which how
ever is currently being reclassified as an MA degree); there is also a

Canadi an nmster’s degree programme which my provide a conparison.

5.4 In other respects candidates for admission to the course should neet
adm ssion requirenents not |ess stringent than those denmanded for parallel
and conparable postqraduate courses in related and other disciplines. Some
choice mnust be exercised over whether students be sponsored by enploying
agencies or whether there should be a free market in newy qualified diplom

hol ders. The devel oped countries are not of one nmnd in this matter: perhaps
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a conpronmise is possible by taking sonme of each where an expandi ng enploynent
mar ket is forecast. However it is of overriding inportance that the quality
of the candidates, strict standards for adnmission and for qualifying at the
final exam nation should be insisted upon, and that there should be public
recognition of the standing of the course. Failure to achieve this, by
allowing small laxities at points in the process, has danaged the standing of

the whole profession in sone countries.

5.5 There is a general consensus worldwide that the strictly professional
components of the basic or formal education of an archivist should |ast about
one year. (This assunes that his general wuniversity-level education occupies
another 3-4 years, so that an archivist's formation, dating from his |eaving
secondary school, wll normally occupy about 4-5 years in all). The

increasing pressure felt by training courses in all parts of the world, to
include (a) a substantial elenent of assessed practical work, and (b) a grow ng
el ement of new subject material, both in the traditional and in the technol o-
gical fields, has led to proposals that courses should be extended to two
years. There is doubtless a strong case to be made for this in theory (and

it may be noted that in sonme developed countries, such as the Federal Republic
of Germany, longer courses do exist), but in the circumstances of today such

an extension would probably be too expensive. The present Guidelines there-
fore sinply reconmend that a course leading to professional qualification
should if possible last for one calendar year rather than for one acadenic year
and that it should include a fairly extended practical project which results in
an assessable product such as a descriptive inventory or special analytical

study of a records problem (see 6.17.3 and 6.19.4-5).

5.6 A course of this type, though designed for postgraduate students, is not
an extension at deeper |evel of wundergraduate work, but is new material.
Vocational training courses nust take into account that their graduates nust
be able to quote factual information accurately (eg on legislative requirenents
or environnental conditions). This means that there nust be a certain anopunt
of transferring information from the teacher’s information stock to the
students’ nenory. Despite this, it is essential that the tone and character
of the course should remain appropriate for advanced students. It nust |ead
them to question assunptions, to seek for data, to isolate problens, evaluate
solutions, to approach tasks in a nanagement spirit. This is difficult but
if it is not done, the result is second-rate services which do not nmerit the
investment made in them depressed status, and a vicious circle of inferior

recruitnent and inferior work.
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5.7 Students admitted to the course should preferably have degrees which
give a grounding in retrospective docunentary research, but otherwise in any
subj ect, provided they have reached the required standard in it. A variety
of first degrees provides a valuable base for a student group, and the
expanding needs for archival management in specialist areas, particularly in
science and research institutes, pay mean that there will be some demand for
archivists with a grounding in the natural sciences. More generally, it is
an inportant requirenment that archivists nust enmerge from their training able
and confident in undertaking research which uses docunentary evidence. | f
this training has not been acquired during the first degree experience, then
it nmust be provided during the specialist training course. However, the npst
i mportant qualification overall for admission to a course is notivation: the
student’s determination, fornmed on the basis of some direct experience, to
enter this branch of information work, and to make his own contribution to

society in it.

5.8 The final qualification, gained on conpletion of the course requirenments
and success in the exam nations, should be recognised not only by the

validating academic institution, but by the professional association (which
should seek to be associated with the process of course validation) and, where
applicable, by the civil service or other official body dealing with nmanpower
structuring. This conment is intended to apply equally to the training

courses of other information professions, and it is desirable that there should

be a commpn involvenent in these questions between them

5.9 Hi gher grade archivists.

If the basic qualification for archivists is to be a postgraduate one,
what will be the qualification for recognition at the higher level? The
distinction is a difficult one, and is not consistently recognised in the
devel oped worl d. However pragmatically we note that some archivists clearly
occupy managerial and directorial positions. These archivists do not occupy
their tinme very nuch with professional processes, or with the direct
supervision of junior staff in carrying out these processes. Their concerns
are nore with strategic planning, with the overall management of the services
(including the formulation of legislation and design of buildings and services)
with external relationships with client. organisations, and with getting and
spendi ng resources. These functions, too, are professional ones in the sense
that without them the nore strictly professional or specialised functions
(arrangenent and description of archives, appraisal of records etc) are not

possi bl e. They nust be exercised in the light of the specialist concerns
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of the profession, by professionals.

5. 10 This class of archivist requires additional skills, those of nanagenent,
and possibly also of some technical speciality. It is probable that certain
hi gher-grade archivists ought to have further knowl edge of a certain subject
area or field of research, so that they can foster use of sources, undertake
publication programmes or participate in national or regional projects.
Archivists from this class will be those who stimulate the profession’s

devel opnent into new areas of activity or service.

5.11 As far as training is concerned, there can hardly be a precise threshold
for admission to the class of advanced archivists. They must clearly be
qualified and experienced to begin with and show definite supervisory, |eader-
ship or admnistrative ability. The training institution's part is to

provide the environment for encouraging research, including access in sone
cases to the wuniversity's structure for granting higher degrees by thesis,

and to support advanced, technical and updating courses from tine to tine.

5.12 Conti nuing educati on.

In a period of rapid technological change the need for regular updating
and recycling courses is well-established. In devel oped countries these are
often provided either by academic institutions or by professional associations.
It would be desirable to encourage this tendency also in developing countries,
which often have the capability of nounting short courses from local facilities;
but in those countries the initiative would normally come from the training

institution.

5.13 Training of teachers.

Those who are committed to the teaching of professional subjects nmust
have both qualifications and experience, and also a know edge of teaching
met hods and technol ogy. Sone specific training in these is therefore
necessary, but can often be provided by the training institution, or by an
overseas course such as a course for teachers of |ibrarianship. The difficulty
is to find recruits to this class in situations where there are too few trained
prof essionals anyway. To withdraw senior staff from direct participation in
the professional task and to devote them to teaching is a bold act which has
to be justified by results. No genuine progress can be made in achieving the

objectives of a records/archives service, unless it has a training dinension.



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

- 33

To devote some of the scarce qualified staff to this function ought to br ing
dividends in the long run.

5.14 Par apr of essi onal s.

Wrkers at this level are those who actually put into operation the
processes involved in archives and records management, and there wll always
be a need for sone of them VWhile normally they would not be called on to
design or evaluate their management programmes, they do need to have an
understanding of the basic ains and principles underlying their nethods, so
that they can carry out their processes intelligently. Mor eover there are
devel oping countries where all or nost of the intake to the profession
consists of paraprofessionals, because of the state of the educational system
and the enploynment nmarket. Even in countries where the nmajor archives/records
services (such as the National Archives) are staffed adequately by graduates,
it will often be found that other services (such as those in para-statal
organi sations or in the private sector) are run by non-graduate staff. It is
therefore inportant that there should be (a) effective selection of students
at the point of entry into the training course; (b) a well designed, well
taught and strictly exanined course; and (c) a neans whereby qualified
par apr of essionals can eventually proceed to further qualifications and to

achieve professional status.

5.15 The initial selection of students is an inportant part of the training
process. The training institute must decide whether it is to restrict

adm ssion to those students who are sponsored by an enployer, or whether

adm ssion is to be free to those who are personally suitable. In the latter
case the final graduates will be thrown upon an open job market, so that the
exi stence or otherwise of this will no doubt be the determ ning factor.

However it is likely that in the circunstances of developing countries the
risk of wastage is too high to take the open market option. But if sponsored

students only are to be accepted, there is a danger that adm ssion standards

will be fixed by the enployers, who may sonetinmes be tenmpted to send only |ow
grade candi dat es. (Experience has shown this to be true of several devel op-
ing countries). It nust be established that final admission nmust lie with the

training body, and that published adm ssion standards (possession of school -

leaving certificate to a stated degree) are always adhered to.

5.16 The standard set for admssion to paraprofessional courses nmnust probably

be lower than the standard |laid down publicly for admssion to the university
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as an undergraduate student. This is the cause of a difficulty, for it
means that paraprofessional courses may not always be regarded as the

equi valent of sone part of a first degree course. Par apr of essi onals  who
wish to proceed to professional grades nmnust therefore find sone way of
obtaining |eave of absence for the tinme that it takes to conplete a first
degree, before they can consider tackling the nobre advanced professional
qual i fication. It is quite usual in developing countries for provision

to be namde for prolonged study |eave; but it is a possible cause of conflict
that there should be a discontinuity between the paraprofessional 1|evels of
training and the full professional |evels. This discontinuity does not
exist with quite the sane sharpness in the case of sone at |east of the

sister professions.

5.17 For the paraprofessionals the approach to the subjects taught nust be
strictly practical but wll attenpt to explain and nmke clear the basis of
principle on which the various practices are based. There should probably

be sone elenent at |east of general education: it is not in the last resort
tolerable that paraprofessionals (i.e. persons without a sustained experience
of higher education) should carry out wunaided the npbst basic archival function,
that of the selection of records for retention or disposal. It should not be
forgotten that in practice many smaller archives or records services may be

staffed entirely by paraprofessionals.

5.18 Supervised practical work is extrenely inportant at this Ilevel.

Per sonal initiative, the wunderstanding of basic concepts and objectives, and
a problem - solving approach should be encouraged; for after all, these
should be seen as colleagues carrying out specialist tasks within the general

prof essional field.
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VI SCOPE AND RANGE OF CURRI CULUM DEVELCPMENT |N ARCHI VES AND
RECORDS MANAGEMENT.

6.1 In this section the general principles involved in designing a curricul um
for records/archives managenent are considered. Detailed curricul um conponents
are dealt with in section VII.

6.2 The subject of the present study is training for a specialised vocationa
career. Training of this sort is both academ c and practical . The academi ¢ aspect
I's inportant because of the intellectual status of the discipline and the status of
the courses within the tertiary sector of education (as a postgraduate progranmmed).

As a discipline it is academic in that it possesses a body of theory which takes its
place within the larger field of information science, and has interfaces with other

fields of academc enquiry. Archival studies are al so academ ¢ because they
enshrine an inportant principle of academ c procedure: the intellectual training
involved in the evaluation of evidence fromprimry source naterials. In designing a

course of training for archivists and records nmanagers, it is essential that these
academ c, characteristics should not be belittled in the eyes of any of the parties

involved: enployers, colleagues, teachers, teachers in other disciplines, students or

the general public. This enphasis is laid despite the well-known fact that the term
“acadenic’ does not always inply universal admration. It can sonetimes signify
renoteness fromthe realities of daily practice: and this of course is precisely what
a professional or vocational training should not be. Such a training nust be inter-
mngled with practical projects, and if possible all aspects of the course should be
reinforced by practical. This practical experience can to some degree be obtained
by trainee experience before or after the course. Certainly it is desirable that (as
in librarianship) full qualifications should be not granted until the candi date has
conpl eted a specified period of practical experience. But a great deal wll have to

be done during the course, and this nust be devised, organised and supervised by the
training institution.

6.3 To sumup, a vocational course should be a partnership between intelligent
practice and the practical study of theory. The mx nust be good, or the
practitioner will not in later life be worth the investnent

6.4 Practical training in records managenent is peculiarly difficult to arrange,
as it involves the study of operational systens. Apprai sal exercises involve not
only a know edge of the information held within these systens but its relation to the
organisation's structure and function. It is difficult to set up a situation where
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this kind of know edge can be investigated by non-nmenbers of the organisation. Pre-
entry practical experience may be an answer to this problem but this is not always

possi bl e, and even where it exists depends for its effectiveness On good supervision.

6.5 Local curriculum devel opnent

Despite the existence of these guidelines, it is not possible to design the
curriculumof a particular training course froman abstract general nodel. Needs and
circunstances differ, and any particular training institution will have to take account
of this. The possibilities for practical training, the field of recruitnent, the
scope for future enployment of graduates, the nature of the archives/records services
and their likely devel opnent, even the physical character of their typical holdings,
all play a part. Equally the personal interests and capabilities of the teaching
staff, their research projects, the interests of the students, the tine available
during the course for practical and the distance of the school fromthe place where

practical have to be done, are all of inportance. The devel oped countries have so
far failed to agree on a suitable single nodel for a simlar course, and there are
inportant differences between parallel courses even within one country. To sone
degree this diversity is beneficial, and the scope of the archives and information
services is w de enough to enconpass it. It is inportant though that there should
not be any fundamental inconpatibility, and that there should be agreement on certain
basics, and on a common technical vocabul ary. Planning a curriculumwhich is to suit

the needs of a particular country, region or sector will have to take into account the
special needs of that country or region, the structures and interrelationships wthin
the university or other teaching institution and between it and the archives/records
services, and the interests of the teachers and the relationships between thenselves

and practicing archivists and information workers in the field.  No universally
applicabl e standard can be inposed fromthe outside, and the fullest consultation
between the various interests mentioned is desirable. Neverthel ess there is a growng

body of conmon agreenent on standards and methods in what has traditionally been a
sonewhat anarchic professional area and it must be enphasised that all teachers of
archival sciences and all designers of courses in the subject, nust today make sure
that they are constantly in touch with international devel opments which will affect
the conposition and weighting of their courses (and the conduct of professional work

in the field). Early stages of curricul um design should include not only the kind of
consul tation described here but also consideration of previous experience of other
countries and institutions. Some sources for this are mentioned in the bibliograph-

ical section



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

-37-

6.6 Scope, range and structure of courses

Archives admnistration and records managenent are interlined areas within the
general field of information science.  This general statenent allows sone of the nost
i mportant characteristics of the study to be delineated. I nformation studies deal
with the “the transfer of know edge, or information or inmginative stimli from one
human nind to anot her®, It is an area of study with many ranifications and a
| arge technol ogi cal component. Wthin its broad field, archives and records nanage-
ment occupies only part of the total spectrum rather doninated by the physical
characteristics of the source docunents or media and the systems within which they are
hel d. As a result the two linked fields of study, though conplex and demanding of a
specialist training and career structure, are strongly dependent as an academic
discipline (not so nuch so as a practical field of operation) on the larger discipline.
I't may be felt that it is only within the |arger field of information studies that they

achieve the status of a discipline with a body of theory and capabl e of sustaining
research and higher degrees

6.7 An additional difficulty is that since archives and records managenent are
total |y dependent on specific source media arising fromspecific systens of admn-
istration, the subject matters which practitioners deal with are closely entwined with
the operations and traditions of that adm nistration. These in turn are deeply
formed by cultural and econom c characteristics of the society within which the nedia
are generated. This fact neans that archivists and records managers are always in a
sense |ooking in two different directions. On the one hand they are aware of their
study as a distinct discipline, with a body of theory (however narrow) and a

consi derabl e body of practical experience, and open to the devel opment of internationa
st andar ds. On the other hand, they are inmediately concerned every day with the
specific, local and unique nature of the information they handle and its format, and
they nust take a place within the external research disciplines (history, sociology,
managenent planning) which are using their data.

6.8 Curriculumdesigners in this area therefore have to deal with two kinds of

har noni zat i on. On the one hand they nust seek to establish a harnonization between
archives and records managenent, the larger intellectual field of information studies
and the structure of parallel training programmes in the sister professions. On the
other hand they nust also seek positive harnonization between archives and records
management as a professional structure and the various user interests and disciplines:
the success of this latter harnonization is vital to the success of archives and record
services in the country. It is a harnonization which is not limted to the nore
historical or cultural end of the archives service, for the central concern of records
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managenent -the refinement and efficient use of records - is one which is |inked
with the research industry of the country and in carrying out this professiona
duty, a records manager is acting as a menber or even representative of that research

i ndustry. The dichotony between systems and subject studies, between information
science and specific external research, is one which runs through all areas of the
discipline and the daily life of archivists and records managers.

6.9 The followi ng analysis of the conponents of an archival training is closely
related to the principles agreed at the Expert Meeting on the Harmonization of archiva
training programmes, 1979(42) . The followi ng broad distinctions are recognised.

A General foundation courses.

B. Prof essi onal core subjects:

Records nanagenment: archives managenment
Interpretative sciences and skills; admnistrative history.

C. Courses in common with other information training

Reprographics: information storage, retrieval and
di ssemination;  bibliography and sources of information
user studies; exhibition; Iegislation; security;

bui I ding design and environmental control; systens
desi gn and aut onati on.

D. Courses in common with other sectors:
Management sciences; statistical nethods
Languages
Research nethodol ogy and environnent.

E Practical and special study.

F. The question of electives - education
conservation
publication
special formats
oral evidence

A Foundation courses

6.10 In the context of archival training, foundation courses should not occupy a
dom nant pl ace. They can be used to ensure that the student is in possession of
essential. information and skills. As discussed above, a general education is
assuned. One objective of a foundation course would be to place the courses of
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study to be followed in their general context, and in the context of the information
studies and the sister professions. I't would be possible to introduce a genera
course in the principles of information science and its main concepts; or a survey

of the activities which overall conprise the total field of information transfer;
publishing, libraries, documentation; the processing of information nedia, resource
sharing, etc. A survey of the main functions and nethods of historical research

m ght be in place here for students who have no experience of it, though this is a
more serious study and belongs nore naturally in the subjects grouped under D Apart
fromintroductory or orientating lectures, including basic definitions, this sort of
course has not often been traditional in archival training. There is scope for its

expansion, but the general pressure for nore space on the subsequent courses suggests
that it should be kept small

B. The professional core subjects

6.11 Records and archives nanagenent. These two closely interlinked subjects are
consi dered together, and should properly be taught under a common pl an. Each has a

di stinct body of methodol ogy, and on a practical |evel they may be organi sed

separately: indeed it is traditional to do this. It is particularly inportant that
(i) records management shoul d not be regarded as a totally separate subject unconnected
with cultural or research exploitation of information sources, but concerned only with
efficiency and econony within admnistration; (ii) archives admnistration should not
on the other hand, be treated as concerned solely with cultural or research exploit-
ation of materials, and enphatically not restricted to ol der and renoter documents, or
wi th peripheral documents not required in current adm nistration

6.12 Both Records Managenent and Archives Admnistration can be divided into the three
general sectors famliar in information work (input, process, output). This point is
made as it is an instance of how even where subjects are taught as distinct entities
not directly connected with parallel subjects taught in the sister professions (eg
classification), still the general approach and nethod of analysis is itself held in
conmon. Previous attenpts (such as that in Havard Wllianms and Franz (37) to suggest
that professional core subjects could be made in some way common between the sister
professions are msleading if they are thought to indicate that there mght be any
significant comon teaching of methodol ogy: rather they are indications of parallel
position within an information-structure analysis. This parallelism can certainly

be enphasised, while at the same time we can recogni se, and enphasise here, that in
practical terms there is little directly in conmon between classification (as used in
libraries) and archival arrangement; or between library cataloging and archiva
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description. VWhat is in comon between these subjects is their relative position
within the processing area of the relevant professional sector of the information
field. There is scope for a conparative study of these differing practices, which

woul d re-examne traditional practices in the |ight of specific objectives, though

if information retrieval is to be handled as a conmon subject (see 6.16.4), care
nmust be taken with the interface.

6.13 The interpretative sciences and skills, and admnistrative history are placed
here as they are unique to archives and records managenment, and are not shared by
other sectors of the information field. These are areas in which archivists | ook
outwards fromtheir position as information workers into disciplines of other kinds.
Traditionally, the interpretative sciences were devel oped as part of the professiona
equi pment of historians (among whom, at certain times and places, archivists have
been counted). In many situations, perhaps in all, there will be a continuing place
for these sciences in the training and practice of archivists. Pal aeogr aphy, for
instance i s needed in many devel oping countries with a long or distinctive tradition
it is needed, for instance, in countries which were colonised by European powers in
the early nmodern period, or in those which succeeded in maintaining an independent

cul ture throughout the colonial or westernizing era. Diplomatic (the scientific
study of documentary form nust remain a distinctively archival skill, since the
interpretation of the meaning of a docunment by reference to its formis specifically
a function of the archivist in his relationship to research users. It is not a skill

which is always or necessarily confined to early or renote documents. Prof essor
R B. Pugh's study of the diplomatic of nodern registry systens in the British Colonia
Ofice(62) illustrates the continuing inportance of the study in the situation of

recently independent devel oping countries.

6.14 Connected with the interpretative sciences is the possible need for a know edge

of one or nore early |anguages. Situations where a considerable part of the archive
Is witten in a | anguage no longer current in the country are w despread. They
present a problem of archival education in very many parts of the world. Exanpl es

are Latin in Europe, Persian in India and the Mddl e East, Turkish in the Near East.

In some cases there are additional problenms of understanding obsolete script (which

refers back to pal aeography). In some cases, also, there is a need for a know edge
of an additional nodern |anguage, arising froma change of reginme during the past.

6.15 Adm nistrative history al so needs sone explanation for its presence here. It
Is of course a branch of historical study, rather than of information processing.
However it belongs peculiarly to the archivist because the archivist not only provides
the materials for carrying it on, but needs it in order to be able to interpret his
own docunents. Archivists therefore need to be taught adm nistrative history, both

t he met hodol ogy and the content, and in practice they nust participate in the research
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needed to develop the subject.  Every piece of archival analysis (arrangement and
description) is a contribution to adm nistrative history, and depends on the state
of that art while it is being done.  Administrative history is usually a mgjor

difficulty for training institutions, since it rarely exists as a discipline until
the progress of effective archive service has provided a basis for it; and if no
specialist historian happens to be present, then its progress depends entirely on
the work of archivists who are usually too busy to be able to publish academ c work.
The subject is often rather rudimentarily even in devel oped countries. Yet it is
central to the training and the operational work of archivists.

C. Courses in conmmon with the sister professions.

6.16.1 Repr ogr aphi cs. This is nore than a know edge of technol ogies, but should aim
at produci ng managers with a practical command of technically-based systens.

This is particularly true of mcroreprographics, which are in thensel ves

adm ni strative systens which generate records, and which determne the
character of admnistrative structures and rel ationships. Archivists and
records managers also need to be at hone with publishing reprographics (offset

l'ithography, multiple xerox, the various formof automated typesetting etc)

and ideal Iy use these technologies.  This is pre-eninently an area suitable
for resource-sharing. One aspect of the overall field which

shoul d be taught in conmon, is the conservation and

exploitation of records generated by the various systens. There is a case

for setting up a reprographics |aboratory with a programme of publishing or
experimental work.

6.16.2  Exhibition. Under the inpact of advertising, this has become a very nuch nore
prof essional area of recent years, and it is a highly desirable skill for al
i nformation workers, and particularly those who are to be concerned at al
wi th education. To be of any value the subject - an entirely practical one -
shoul d be wel|l taught by a specialist on loan froman appropriate agency (such
as a nuseum), and there should be a budget for nmaterials and art work.

6.16.3  Preservation, general principles, and some practice, especially nonitoring
standards for environment, together with practical instruction in repair

processes. It is inportant that professional archivists should be able to
manage a repair workshop, and if they are to do this, they nust understand
both the basic scientific principles behind the repair, and also the craft
or industrial processes which are actually used. To assist this know edge
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some practical experience is desirable. It is mainly for this reason that

t he suggestion was made (in para.3.5) that an archives training schoo

shoul d have a preservation |aboratory. On the other hand, archival
conservation is itself a speciality which in ideal circunstances woul d
provide a career structure not only for craft practitioners but also for

hi gh-1evel professionals who woul d be conservation scientists. | deal |y, too
specialist staff should be responsible for all aspects of preservation (and
not only repair) in the archives service. Conservationists are in short
supply in all parts of the world, and in the interimreliance will have to
continue on the skills and interests of archivists and records managers.

6.16.4 Information storage, retrieval and dissenination. This elenment of the
course, which was singled out by the Harnonization neeting (42) as particularly

suitable for treatment as a common element with information studies, neverthe-
| ess presents the problemthat it is a central part of the main professiona
core subjects. Information retrieval belongs also to records managenent
(eg reference service froma records centre) and to archives admnistration
(eg description of archives). In dealing with these subjects, students
shoul d, in accordance with the spirit of the whole course, be encouraged to
design their descriptive instruments —or their reference systems, in a
critical way, looking for innovations fromthe sister professions, and
evaluating these in their archival context. |s there anything left for
treatnent separately as an elenment of common training? A good way to dea
with it mght be to take this opportunity to introduce a course on indexing
theory and practice. Normal Iy this subject is neglected in archives courses,
sincetraditional nmethods of retrieval of archives have not relied
primarily on indexes. It is a subject of growi ng inportance, particularly
in view of technical devel opments and to teach it does involve both
instructive practical projects and involvement in information theory. A
practical project at professional |evel mght include the construction of a
control l ed vocabulary or a thesaurus, and perhaps should include autonation
appl i cations. Finally, this is a suitable point at which to discuss the
practical or technical inplications including archival services in nationa
information systens.

6.16.5  Bibliography and sources of infornation. A comon course in the construction

of Dbibliographies is desirable. A lack of know edge as to how to use
technical library services or to carry out an effective literature search is

probably the nost conmon defect in the practice and training of archivists.
As evidence, archives are after all nearly always interdependent wth
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information derived from published sources and research in archives nust

al ways commence with a know edge of what is published (both factual materia
and interpretation). In European archival training much enphasis is laid
upon a know edge of sources of relevant information, especially when this is
interpreted as a study of the various kinds of archives. A know edge of
archival sources is clearly beneficial to students of the sister professions,
as well as to archivists and records nmanagers. This part of the course is
particularly useful as a support for appraisal theory, since in this type of
exercise archivists must conpare the relative usefulness of alternative
sources for particular data. The sources used shoul d include non-book and

non-archival materials e.g. oral, personal, and conputer-based nedia
Practical give the opportunity to learn the skills of report-witing.

User studi es. The sister professions have becone very conscious of the

need for an accurate study of user needs, and the methods of testing the
efficacy of the services offered to the client. Archivists nust also

accept the value of this kind of study, and that their services should be
generally orientated to the benefit of users. This is the reason why this
conponent is listed by the harnonization docunment (42) as a conmon cour se.
However, this said, there are considerable differences between the user

popul ation of archives and records and the user population of’ library
services (at least public ones) and it may be that techniques of socia
survey and quantification are not sufficiently near to the needs of archivist:
or records managers to be usefully included in this curriculum especially if
there are to be practical. In fact archivists and records managers are
quite close here to the situation of certain special librarians and
docunentalists, and it should be possible to construct a course which
concentrates on the analysis of user needs in this specific area. However
it is probably better to include user studies which are not directly

relevant than to omt themaltogether, for it is a question of fundanenta
orientation towards service, backed by technical neans of evaluation
Traditional archives services, including many in devel oped countries, have
often been quite weak in their critical examnation of “user needs

Legi sl ati on. The conparative study of legislation in the information field

woul d bring many benefits. The pronotion of suitable |egislation and
government regulation in this field is very much in the interests of the
sister professions, who should join together in conmon action. There are
al so several areas in which overlapping services may be co-ordinated through
| egislation (or by the adoption of official policies at the centre). One of
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these, for instance, is the legal deposit of official printed docunents and
maps, both areas traditionally overlapping between library and archive
services. Legislation covering the ownership, sale and deposit of archives
and collections of manuscripts; public policy on tax relief or estate duty
in cases where these are donated to the public; restrictions on the export
of materials; and the delineation of collecting fields: all these are areas
of common concern which fall within the |egislative sphere. The-case or
statute law on record retention and the use of evidence |eads on to

consi deration of the freedomof public information, and, conversely, to data
protection, and generally to the |aw and practice on access to archives and
records. The law of copyright is relevant to all the information sectors.
This is one elenent of course work which does not lend itself to practical
but a nore extended option for advanced courses mght include a drafting
project, including regulations to inplenment basic |egislation

Security. The inportance of this once peripheral subject has grown
alarmngly of recent years, and with the devel opment of technol ogical

met hods such as closed-circuit television monitoring, or the weighing of
documents issued to readers. Heal th and safety neasures mght be

consi dered here, and there are associated |egal questions concerned with
enforcing security rules and the recovery of lost nmaterials.

Bui I di ng design and environnental control. Few archivists will be called
upon to intervene actively in the design of a new building, and when they do,
they can usually call upon expert advice. However this subject is nore

inportant than it looks at first sight, since many archivists are called
upon to evaluate, accept or reject, or adapt accommodation in pre-existing
bui | di ngs. Al'l nust monitor the long-termeffects of the environnent, and
questions of energy conservation within their existing acconmodation. The
principles involved nust be the criteria by which these things are judged.
This should be a common course because (a) there are basic conmon probl ens
and principles involved in the design of any building which is to be an
information store, and (b) continuing problems such as the relationship
between repository areas and user areas with their interface, are thenselves

conmon. Bui I ding design and the policy connected with this also form part
of national information devel opnent.
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6.16.10  Systenms design; automation. The theory and practice of information
retrieval (6.16.4 above) deals with the professional and theoretical side
of this subject, but a study of external systens, both hardware
configurations and software, is an additional common subject of grow ng
| mpor t ance. Practical should include analyzing existing systenms and the

construction of flow charts. This woul d al so be a suitable elenent in an
advanced course.

D. Courses in common with other sectors

6.17 Relevant areas quite outside information work should now be considered.
Li brarians and documentalists must also in sone cases | ook outside their own
discipline in the same directions.

6.17.1 Management sciences; statistical nethods. Al'l records and archives
management should be approached in a management spirit. That is, the
archivist or records manager should seek to solve his problens by the
sel ection of strategies and the deploynent of resources, in order to reach
a defined objective. Senior archivists and records managers require
managenment skills in a nore specific way, since they nust manage
consi derabl e resources in terns of noney, equipment, installations, and staff
and must negotiate for these in the political or admnistrative arena. Some
degree of nmanagenment study, and indeed of practice, is therefore required of
all archivists at professional level, and a nore considerable degree is
required of the senior personnel. Librarians and documentalists have broadly
the sane needs. However it is not |ikely that general courses in managenent
wi Il be suitable in thenselves, and the ideal would be to construct specially
desi gned courses in managenent and in assenbling relevant statistical data,
which can be given to infornmation personnel. There is a considerabl e body
of experience in this field in the [ibrary comunity, |isted by Saunders (48)
Apractical study of the managenment of an existing service or departnent
woul d be desirable.

6.17.2 Languages. The need for |anguage instruction is present all up the scale
from paraprofessional to the seniors, and is again in conmmon with the sister
pr of essi ons. In an internationally organised movenent all professionals,
need to know at |east one of the |anguages of international conmunication
If languages are to be taught in the archives school, there should be
facilities for teaching themin a nodern way, supported by suitable technol ogy
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and of course by suitably qualified teachers. Language instruction
naturally, can be arranged in comon with groups of students in other
disciplines, but would be nost effective if it stressed the term nology
and utilized the literature of the information professions.

6.17.3 Research nethodol ogy and environnent. There is an interface here with

the subjects considered above, particularly admnistrative history and the
interpretative sciences (paras. 6.13-15), and these are often so strongly
interrelated that no separate consideration is given to research nethodol ogy.
Indeed research methodol ogy itself, at least in the social and humane
sciences, is a nuch neglected subject , and many research students setting
out on their projects find that little or no help is given with research
desi gn. Some scholars assert that there is no need for such help, or even
that it is undesirable. Wthout entering into this controversy, it is
sufficient to say that both archivists and records managers are inevitably
parts of the research activity of their country, and should therefore
participate in that sector, as actively as possible. It is inmportant that
their training should not be quite divorced fromthat of the research
students who are the research scholars and administrators of the future.
They shoul d know each other and know of each others research concerns and
met hods. The wei ght and detail of this course may depend on the anount of
experience students may have had during their previous education. At the
| east, participation in regular semnars at which research projects and
results are discussed, is desirable; but a nore formal instruction in

el ements of research design and nethod woul d be desirable and probably
beneficial to students outside the sister professions. The habit of
participation should of course be continued after graduation, and should be
built into the service; it is an aspect of user studies.

E. Practical and special study

6. 18 There has already been nuch discussion of the need for practical instruction at
nearly all stages. Practical examples, if not projects, are desirable wherever there
is a process involved, and this applies over the whole spectrumof training from

par apr of essi onal courses upwar ds. The course itself is necessarily an academ c one,
with a concentration on the discussion of principles. An extended practical study,
akin to a dissertation is often a very suitable conpleting element in a professiona
cour se. This would allow a student to study a topic, a problem or an archive
accunul ation, or a systemwhich particularly interests him give it the kind of
exhaustive study which is normally only possible in an acadenmic situation, and report
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onit in a formwhich is capable of external evaluation. The study of an aspect of
adm nistrative history would be very suitable. The careful construction of a
descriptive inventory of a particular archive series, or the examnation of a
particul ar record-generating admnistrative system are also exanples of studies
which could be undertaken within the time limts envisaged (perhaps the final three
months of a twelve-nonth course, for instance) and which could be presented in a
format conparable with a conpleted dissertation for a research degree. A sinmlar but
| ess el aborate study could be desirable in the case of paraprofessional courses, as a
means of allow ng further progress for the student up the professional |adder, as well
as a practical test of the efficacy of his training in a work situation. At the upper
|l evel s progress to a higher degree mght be possible by the same neans

F. The question of electives

6.19 One of the nost serious problens of archival training js that there is likely
to be a relatively small nunber of students and a relatively large number of subjects

to be taught. A glance at the long list of topics nentioned above, nost of which are
essential, is sufficient to prove that. Consequently it is not recomrended, in
general, that there should be elective elements in the course. Many archival training

schools in the devel oped countries avoid electives (though London does have a number
of them and indeed there is an advantage in ensuring that all practitioners in a
country or region undergo a conmon training. Neverthel ess there are subjects which
woul d be suitable for elective courses, if the situation is right. Many of the
exanpl es which follow woul d al so be suitable as conmon subjects with the sister

pr of essi ons.

6.19.1 Education: the use of archives in school education to illustrate and
demonstrate their use as sources of information and to supplenent traditiona
teaching materials is established in some countries and since it demands the
skills both of the archivist and of the school teacher, and perhaps al so of
the educational resource co-ordinator, this is a subject which does denand
special training. Such training ought probably not to be confined to
archivists but extended to educational staff, and it may be that this is a
case where the training should be offered through the School of Education or
teacher-training structure and that the archivists should participate both

as instructors and as students. Museuns and libraries would al so bhe
I nvol ved. This is not an enterprise which would be suitable for all
countries.

6.19.2 preservation: this highly technical area constitutes a whole discipline and

a whole training area in itself, consideration of which has largely been
excluded fromthe present guidelines. However there is a case for a rather
more extensive training in conservation and repair managenment for certain
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archivists (and possibly for certain nenbers of the sister professions),
which mght cover such nmatters as the scientific basis of conservation
the design and managenent of a laboratory, training and supervision of
technical staff, and the question of systens alternatives to the conserv-

ation of traditional materials.  Sone regions have a strong tradition of
conservation and repair work, and in these cases this elenent should be
nore central

6.19.3  Publication. The effectiveness of an archives service in its public
setting may depend in the last resort on its ability to run a publications
progr amre. Such a programe may wel | be designed in collaboration with a

national plan in which other information professions participate.
Publications may range over a wide field: systens descriptions or analyses,
and other professional literature; inventories or indexes to archiva
sources which are useful in a dissemnated form calendars or extended
texts of archival sources on a thene or as a contribution to the under-

standing of a problem, or as a neans to nultiple access. Met hods of
publication may also vary widely, fromtraditional text, through various
i nformal methods, to mcroform publication. There is a strong case for a

specialist course here.

6.19.4  Archives in special formats,. There are specialised records and archives
formats in virtually all situations: recorded discs or tapes, cinematography
film photographs, etc. Many of these denmand considerabl e specialised study

In the late 20th century the problemof electronically recorded nedia is
growing in inportance, particularly with videotape and machine readabl e
archives and records. Speci al techniques are needed for all stages of their
treatment: survey, appraisal, description, preservation, access and use.

6.19.5 Oal evidence. The relative inmportance of this specialised field differs
greatly fromone region to another, but there are certainly some parts of
the world in which the supplenentation of witten evidence by oral is vital.
The techni ques and problens of collecting this evidence should be studied as
wel | as the techniques for storing and using it, and the managenent of a

systematic oral evidence programe provides an overall context.

6.20 There are other subjects which mght usefully formthe basis of an elective
course, or of advanced study. An alternative would be to offer specialised courses
of this kind as in-service, technical or updating courses at particular intervals.
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The advantage of this latter suggestion is that there should be a general assunption
that continuing education is part of the professional ethic in the informtion

pr of essi ons. Some organised attenpt to inprove the standard or to update information
in some particular practice should be on hand at all tines.



Optical Character Recognition (OCR) document. WARNING! Spelling errors might subsist. In order to access
to the original document in image form, click on "Original” button on 1st page.

-50-

VI, THE CONSTRUCTI ON OF A COURSE

7.1 Rel ative wei ghting of course components

In the discussion so far little attention has been given to distinguishing
the special features which may be required for the training of particular personnel
The basic needs of paraprofessionals are not the sane as those of general profess-
ionals; there may be specialists within either group, and when it cones to the
training of senior staff there is likely to be specialization. However, in genera
the view taken is that archives and records nmanagement training will be conbined,
that is that a course of basic training will be used to help prepare professionals
(or paraprofessionals) who are to enter the profession or rise init, through job
opportunities which happen to present thensel ves. There is no conparable ful
range of job specializations which corresponds to the difference between the public
library service and academic or special libraries except that in some countries both
archives admnistration and records managenent may devel op as distinct specializ-
ations, especially in the private sector. Seni or personnel will be recruited from
the ranks of the professionals K and only exceptionally from other careers. Teacher s
of archive subjects will tend to develop specialist interests, particularly jnterests
within fields using retrospective docunmentary evidence.

7.2  The nethod adopted is to divide the curriculuminto a series of units or
nmodul es, and then to list these in conbinations which mght provide courses syjtable
to the needs of the various groups.

Notes (1) practical exercise to illustrate the subject
(2) practical exercise of a lengthier kind, or supervised
period of practical work
(3) observation visit
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FOUNDATI ON COURSE

El enents of general education, if required, to supplenment students’
previous education.

I nformation studies
theory of comunication
basi ¢ information science
the nature of source data and evi dence: historiography

I nformation services and structures
Publishing, libraries, documentation (3)

Records and archives services, history, present state and trends
definitions and professional ethics
Processing information nmedia

Equi prent;  resource-sharing.

The nature of research: aims and procedures

PROFESSI ONAL CORE SUBJECTS

1. Records management .

01  Design and organi zation of a records managenent programme

Range of responsibility over records (life cycle concept
of records; other concepts)

Rel ationshi ps between operating departnents, archives and
records managenent service. (3)
02 Records creation

Met hods of generating correspondence; use of staff and
automation (word processing)

Administrative directives, circulars and instructions
witing technical manuals (1)

Design and use of forms (1)

Reports management (including text processing and creating
managenent information systems for departnenta
executives) (1)

Mai | management: the flow of inward, outward and interna
docunentation. (3)

03 Records nmmi ntenance and use
Filing classification systens (1)

Managenent of filing systens (including the use of technica
systems for recording, storage and retrieval of inform
ation, involving mcrofornms, video recording, autonated
i ndexes etc). (3)
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Filing equi pment and supplies

O fice machines, including copying nmachines, and contro
of supplies

Management of office space and equi pment (3)
Design and control of central mcrofilmservices (which
may be linked to a Vital Records Programme)
04  Records Disposa
Records surveys and scheduling for disposal/retention (2)
Records Centre managenent (3)

Planning and administration; staffing; costing
I nput of records (1)
Reference service (1)

05  Specialized areas
Paperwork quality control programed
Cerical work measurement
Source data automation

Automated and el ectronic data processing managenent
M crographi ¢ system managenent
Document ati on progranmes

Training of departmental records officers and records
st af f
06  Programme eval uation

Surveys and evaluation of both depz .z .orx
operations and of departnental records nanagenent
programed

Prof essional ethics and standards (RW

2. Archives Adm nistration.

01  Acquisition of archives
El ements of an acquisition policy; field surveys (1)
Appraisal; interface with Records Managenent (2)

Negotiating transfers; deposits, gifts, purchase;
access restrictions

Physical controls: accessioning, coding (1)

02 Preservation of archives

Prelimnary processing: fumgation, cleaning, boxing,
nunbering, |abelling, shelving (1)

Adm nistrative control: location registers, shelf lists(l)
Special problens of cartographic and audio-visual archives
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03  Arrangenent and description

Basi ¢ archival principles: provenance, registry order
Finding aids programre: general and subject guides
inventories and lists; indexing (2)
04  Comunication of archives

Research room adnministration and services: regulations
supervision, issue controls (1)

Adm ni stration of restrictions on access and use

Technical facilities for readers: mcrofilm educationa
and group access; counseling

Publication and di ssem nation of data (reports, finding
aids, docunmentary texts): methods (letterpress,
mcrofilm etc).

05 Professional ethics and standards
Eval uation of services and progranmes

Certification of practitioners and institutions

3. Interpretative sciences [as appropriate]

01  Pal aeography of the country or region (2)

02 Diplomatic
Diplomatic of the early archives of the country
Di pl omatic of colonial admnistration
Modern di pl omatic

03  Sigillography
04  Early | anguage studies

4. Admnistrative history [as appropriate]

01 O national administration, law and institutions, record-
keepi ng practices

02 O colonial administration, law and institutions, record-
keeping practices

03 O regional admnistration, law and institutions, record-
keeping practices

(regional studies may cross |inguistic boundaries)
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Rel at ed
cour ses c. COURSES IN COMMON W TH | NFORMATI ON TRAI NI NG

1. Reprographics.

A Principles of printing, photography, xerography, photocopying (3)
Bl principles of nicrophotography; hardware; systems (3)
B204 Techni cal innovations; coM and electronic typesetting (3)

Rel ationships with printing services; estimtes and quotations
proofreading; formats (3)

2. Exhi bition

principles of advertising comunication (3)
Techni ques of display (2)

3. Preservation
B202 o o
Principles of preservation: environnent, paper, technical forms
(mcroforms, -magnetic tape, videotape etc) (3)
Environmental standards and contro
Desi gn, stocking and nanagenment of a preservation |aboratory
oservation (and sonme practice at repair processes, nmanua
O machine lamnation, drying, guarding, boxing etc (2)
4 Information storage K retrieval and dissenination
Principles of information storage and retrieval;
Principles of cataloging, classification and indexing
B203- 4 Principles of archival description
C10 Principles of automated catal oging and indexing (1)
Practical exercises: archival description with index (2)
study of controlled indexing | anguage or
thesaurus (2)
Sel ective dissemnation of information; abstracting, user
Profiles; in-house bulletins (3)
5. Bi bl i ography and sources of information
Reference and bibliographical services; manual literature
searching (1)
Searching conputer data base (1)
B302 Survey of sources of information, gocumentation audio-visual
institutional (3)
55 Oral sources; oral collections may be a major activity

6. User studies

User behaviour and needs (3)
B204-5 User survey methods (1)
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7. Legislation and regulation

Comparative study and analysis of (a) archival |egislation

(b) legislation covering
, , _ information services
Organi zational structures (library, archives, docunentation)

and their place in governnent and admi nistration
Oficial and | egal aspects of archives
Functions of |egal deposit

Copyri ght
Freedom of information
B204 Data protection

Case | aw on evidence and records retention

Ownership, sale and deposit of archives; restrictions and
conpensation; tax relief on donations

Central and local repositories

8. Security.

B202 Manual and automated systems of surveillance
Laws of replevin and limtations
Safety legislation and precautions

©

Bui | ding design and environnmental control

B202 Specifications for archives and library buildings
Internal traffic flows: public, staff and repository areas
Environmental nonitoring (1)
St orage equi pnent (shelving systens, containers etc).

10.  Systens design and automation.

Principles of systens analysis; flowharting (1)

Specifications for a manual system

Principles of automated systens; natchin? har dwar e and sof t ware

Trial of a small conputerised systemfor [isting, indexing or
searching (2)

Handl i ng machi ne-readabl e archives

D. COURSES N COMON W TH OTHER SECTORS

L. Managenent sci ences

General principles; management by objective
Personnel nanagenment in relation to information staff
recruitment, training and continuing education
B105 Data base managenent (manual and autonated)
Principles of Organization and Method; cost-benefit analysis
Statistical methods and presentation
Budgeting and finance
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2. Languages

Practical course in business usages of an internationa

| anguage
Sources of information and professional literature in this
B304 | anguage (1)
3. Resear ch met hodol ogy and environnent
Research design: setting up a subject; data capture techniques

eval uation of evidence; standards for witing up findings (1)
Research sem nars; making a presentation; witing up
proceedi ngs (1)
Techni cal societies and journals; standards for articles,
abstracts and i ndexes

E. SPECI AL STUDY OR DI SSERTATI ON

To be conpleted on a records namnagenent problem a series of archives,
or an aspect of admnistrative history; toa given length and in @
given time, and to conformw th the regulations of the teaching

institution.
F. ELECTI VES

L The use of primary source material in education.

Selection of material; construction of teaching units, kits or
proj ects; user education; cl assroom practical; di spl ay
2. Preservati on managenment

Principles and science of nmedia conservation

Desi gn and provisioning of |aboratory

Laboratory staff nanagenent

Preservation policy; ‘repairs policy; replacement of originals
for use

Exhibition and display

3. Publ i cations managenent

Pl anni ng, costing and financing a publications policy
Principles of editing

Al ternative technol ogi es

User demand and needs; f eedback and eval uati on

B202 4. Special formats of archives,

(63 (magnetic tape nedia: audio and electronic,cinematograph film
phot ogr aphs, cartographic archives)
Survey, appraisal, description, preservation, use
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5. Oral evidence

The nature of oral evidence
Col I ection, recording, transcription, indexing, publication
Critical evaluation; testing procedures
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COURSE STRUCTURE FOR FI RST PROFESSI ONAL QUALI FI CATI ON

Admi ssion fromfirst degree

Course conmponents  Main bias towards testing theory, exam ning problem

areas, systens analysis and design
Practical exercises desirable in each nodul e

A Foundation course minimal: virtually only initial orientation

Modul e 1 Practical recomended
Bl Records managenent B104
Modul e 2
B2 Archives adm nistration B201
B203
Modul e 3
B3 Interpretative sciences B301
B4 Adm nistrative history E
Modul e 4
Cl Reprographics C3
C2 Display
C3 Conservation
Modul e 5
C4 Information storage, retrieval and dissem nation
C5 Bibliography and sources of information C4
C6 User studies
Mdul e 6
C7 Legislation
C8 Security
C9 Building design and environnental control
Modul e 7
C10 Systens design and autonation C10
Modul e 8
DI Management sciences
Modul e 9

D3 Research net hodol ogy Dissertation or special study (if applicable)
D2 Language (where applicable)
E Special study or task in records or archives management

ELEMENTS OF SECOND PROFESSI ONAL QUALI FI CATI ON

Adm ssion after five years experience in a professional post

Part 1 Advanced or further study in managenent sciences or research nethod
Part 2 Advanced or further study in professional subjects fromB, CE or F
Part 3 A dissertation or special study.
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COURSE STRUCTURE FOR PARAPROFESS| ONALS

This section should be read in conjunction with the study
by A Bousso and M Le Mel

Adm ssion from school -1 eaving: for discussion see Chapter V
Some pre-entry experience as trainee desirable

Course conponents: main enphasis on description of processes; practica
In carrying out processes.

A Foundation course General education conponent expanded
Modul e 1 Practical reconmended
Bl Records nanagenent B102
B104
Modul e 2
B2 Archives Adm nistration B201
B202
B203
B204
Modul e 3
B4 Qutlines of admnistrative and national/regiona
hi story
Modul e 4
C1  Reprographics C1-3
C2 Display
C3 Conservation
Mdul e 5
C4 Information storage, retrieval & dissenination C4
C5 Bibliography and information sources C5
Modul e 6
C7 Security C7
C10 Automation (where applicable)
Module 7

D2 Language
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VI, SUWARY GUI DELI NES

8.1 CGener al The introductory section of these Cuidelines
pl aces them within the general context of international devel op-
ment in archives work; in particular, the RAMP programme and the
novenent towards harnoni zation of archives, l'ibrary and i nforna-
tion training. Their” aim is to forward the training of entrants
to both archives admnistration and records nmanagenent, i nked

prof essi onal areas where there is a need for common training. The
Quidelines deal with training at three |evels: t he prof essional
seni or managenent, and the paraprofessional. The question of
training for technical specialities is not dealt wth.

8.1.2 Al'though there is a body of know edge common to this
prof essi onal area (which should be harnonized as far as possible
wi th curricul a for training librarians and i nformation
scientists), it is not possible to establish a single nodel which
will be wuseful in all circunstances. Archives and records
managenent nust remain rooted in local traditions and practices.
An inportant conmon feature, however, is that they nust always be
user—ori ented, and that their effectiveness may be neasured by
their service to users, and by their adaptability. A conmon

training ought to be able to reconcile the tw aspects of
archives and records work: the dual orientation towards current
or recent information supply, and towards historical study.

[Internal references are to the paragraph in the main text
whi ch provides discussion of the specific guideline]

8.2 | NFRASTRUCTURES.

8.2.1 Level of Devel opnent. Before a new course of archiva
training can successfully be established in a country, there
woul d need to be a general |evel of devel opnent, featuring the

follow ng el enents:

- a nmodern system of government with coherent planning
practices (2.1-2)

- a public education system producing potential recruits and
a recogni sed career structure and expectation; public

recognition of the nature of the job is also needed
(2.2)

- anetwork of cultural institutions (libraries, museuns,
etc) and organised research activities (based in
universities, specialised institutes, etc), and a
nunber of large institutions generating records and
exercising admnistrative practices (2.3)

access to sonme common fornms of technology (2.4)
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8.2.2 Manpower  pl anni ng. A nore specific infrastructura

requirement is that provision should be nmade for the devel opnent
of information services in the general manpower plan, Wwth the

follow ng features:

- a supply of candidates, principally at graduate |evel,
from the public education system (2.5-6)

- a supply of recruits, at levels below that of university
graduat es, for par apr of essi onal post s, and for
technical and craft specialities (2.6-7)

8.2.3 ALns and_Pedagogi cal strateqies. The aim of the training
is to produce self-reliant and self-critical practitioners. This
demands strategies which

- pronmote student initiative in learning and discourage
mechanical or rote learning (2.9)

8.2.4 I nfornmation services. Practical training in-house is a

necessary conmponent  of i nformati on traini ng. Exi sting

i nformation services should be able to provide:
- access to practicing docunentation centres (2.10)
- access to functioning library services (2.10)
- access to specialist technology (2.10)

col l aborative contact with professionals during practical
training (2.11).

8.2.5 St at us. The status of information professionals has an
important influence on the effectiveness of their service.
Trai ning programed should aim at ensuring that there will be:

— an appropriate career grade for archivists and other
informati on workers (2.12)

- recruitment of well-notivated and high-calibre students,
wWth a strong sense of service (2.12)

- training which is relevant, specialist and vocationa
(2.13).
8.2.6 Oher features. Pl anning the siting, output and |evel of
a training centre involves the follow ng considerations:

- the possibility of sone training in foreign countries
bri ngi ng know edge of alternative systens and
i nternational gui del i nes, recommended practices and
standards (2.14-15)
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-t he value of developing indigenous training systens and
staff (2.15)

-the need to give full academic accreditation to training
whi ch introduces new nenbers to a profession Ilinked
with research, and to give advanced practitioners and
teachers the chance to work for higher degrees (2.16)

8.2.7 Professional associations. The role of these associ ations
may i ncl ude:

- internationally, assistance in finding grants, bursaries
and fellowships to support students and teachers (2.17)

- a share in planning and accreditation of the courses
(2.18)

8.3 I NSTI TUTI ONAL _FACTCORS

8.3.1 In terns of the institutional nature of the training
school, the followi ng are principal requirenents:

finance for capital and recurrent expenditure (3.1-2)

- buildings for three functions: t eachi ng, t echni cal wor k
and support services (3.2)

8.3.2 Teachi nq roons:

— design should be appropriate to the teaching nethod
(probably infornmal) (3. 3)

— capacity of roons should be designed in view of the
curriculum and student groupings arranged by it (3.4)

- physical atnosphere should be suitable (this may require
air-conditioning and humidity control in the tropics)

(3.4)
8.3.3 Techni cal _roons:
— preservation |aboratory. If this is provided it should

have a technical staff to support it as a base for
teaching and research. A sinple |aboratory using | ocal
materials is possible (3.5)

reprographics |aboratory. Advanced equi pnment requires a
hi gher environnmental and technical standard (3.5)
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| aboratories are resources that should be shared, and may
support joint research and teaching (3.5)

supporting accommodati on:

teaching staff offices (3.6)

library facilities: (a) services - to provide these
will usual ly be necessary to integrate the specialist
servi ce;
a full collection of

library with a |arger
(b) materials -
mai nt ai ned and updated (3.6)
i ntegrated

8.3.4

i ndi vi dua
it

prof essi onal materials,

- staff and student common roons, usual Iy best
into those of the |arger canpus (3.6)

adm ni strative offices, with access
maki ng and storing teaching aids (3.6)

to equipnment for

8.3.5 O her factors which should be considered:

future technol ogi cal devel opnent in
(a) pedagogi cal technol ogies
(b) informational and conmunication technologies, in-
cluding access to conputers and data processing

(c) advanced reprography; xer ogr aphy, phot ogr aphy,
mcrofornms (3.7)
the [larger

sharing with related departnents or
lead to Dbetter equipnment and the
i nterchange (3.8)

resource |
Institution may

benefits of intellectua

materi al s and resources, “both

the need to rely upon |ocal
in the present and in forward planning (3.9)
student accommodati on, catering and

provision for the support
follow nationa

- the provision of
subsi stence and of financia
of research and higher studies my

syst ens ( 3.10-11 ).

8.3.6 Staff:
staf f/student ratio should not be less favorable than
1:12 though this is not a wuseful statistic in
pl anning archive schools (3.12)

fromone to three full-tine staff nmenbers may be needed to
provi de teaching of professional subjects; t eachi ng of
ot her subjects denmands access to additional staff tine.
Provision should be nade. for research, advanced st udy,
and academ c interchange (3.13)
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teachers of professional subjects need both qualifications
and experience and this may justify detaching a
successf ul practitioner from his substantive work.
Expatriate teachers are not wusually a satisfactory
alternative in the long term (3.14-15)

- recruiting and training an indigenous body of teachers of
archival subjects should be a priority; the existing

skills of practitioners in post could be drawn upon by
offering part-tinme teaching (3.16-18)

- subjects additional to the professional subjects wll
normal |y be taught by enploying teachers in kindred or
allied departnments (3.13,3.19)

- the teaching of admnistrative history presents a specia
difficulty in that it has to be researched and taught

by archivists (and so how can the discipline be
established initially?) (3.19)

8.3.7 Students:
students may be full or part-tine (3.20-21)

- part-tine enrollnment allows for better practica

applications i ncludi ng arrangenents whereby students
attend courses for part of the year and work the rest.
(3.20)

full-tinme enrollnent has academ c advantages (3.20-21)

st udent nunbers are determined by several factors:
accommodat i on and resources; the availability of
candi dates; enploynent potential and underlying denmand.
Numbers may vary fromthe very small (say 6 students
and 1 full-time teacher) to the very large (specialised
nati onal institute with student nunbers in t he
hundreds). An initial practical target mght be 5
students at professional and 20 at paraprofessiona
l evel (3.22)

- selection procedures should include tests of academc
ability and achi evenment, and not i vati on.
Responsi bility for selection of students should rest
with the school, rather than with enployers (3.23)

8.3.8 Learning resources are particularly inportant as they
allow a teaching method which is student-centred and does not
depend on inparting information authoritatively. The nmain

resources include:

- bookshop facilities (3.24)
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- library facilities, including international technical and
specialist materials (3.25)
non- book materials (3.25)
access to technical facilities such as conputers (3.26-27)

- visits, denonstrations and nodels, invol ving active
participation by professional staff in post (3.28-29).

8.4 EDUCATI ONAL FACTORS

8.4.1 bj ectives; planning a traini ng progranme:

a survey to establish manpower requirenents in the context
of the devel opnment of information services (4.1)

- planning which ains to provide professionals who are user-

oriented and open to resource-sharing and innovation
(4.2-3)

- a concept of the function of a training school which
regards it as a centre of developnent wth research,
out r each, updati ng and continuing education progranmmes

(4.4)
8.4.2 Target groups. The levels of entry and output, and the
type of training offered need also to be planned. The follow ng

are inportant considerations:

- the general aim to provide staff for archives and records

managenent  and technical services; provision for the
mai n body of pr of essi onal s, supported by
par apr of essi onal s, providing the basis for directoria
staff (4.5)

- career structures to assimlate graduates of the training
scheme (4.6)

- initially, training should aim at producing professionals
who can undertake early responsibility (4.7-8)

8.5 ENTRANCE LEVELS

8.5.1 Training courses should be provided for all appropriate
level s of entrant: professional, managerial, paraprofessional
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— courses each | evel should be conplete in thensel ves
aining at producing effective operational staff (5.1-2)

8.5.2 Pr of essi onal courses:

- initial entry requirement should be a first degree (5.3)

-the standard of the training course should be a npaster’s
degree (5.3)

- the standard of entrant should be appropriate to the
standi ng of the course (5.4)

— the length of the course should be about one year (5.5)

- the quality of teaching should be appropriate to a
post graduate course (5.6)

- nDt}vaI;on is the principal factor in selecting entrants
5.7

- experience in retrospective docunentary research is a
desirable feature in candidates’ first degree (5.7)

- validation of the qualification given should be accepted
?é sfcaden‘c’ prof essional and enploying organisations

8.5.3 H gher qrades:

- directorial personnel deal with professional duties but in

relation to strategic planning, overal | managenent and
external relations (5.9)

- skills required are those of managenent and specialist
knowl edge in professional fields (5.10)

— the main requirement for selection of candidates is
| eadership ability (5.11)

8.5.4 Conti nui ng educati on:
— regular updating and recycling courses suitable to all
| evel s (5.12)
8.5.5 Trai ning of teachers:

- there should be training in teaching nethods and
technol ogy (5. 13)

- experienced and effective professionals shoul d be
posted to teaching posts wherever possible (5.13)
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- training is a function of every professional service
(5.13)

8.5.6 Par apr of essi onal s

- entrants should be of high quality (5.14-15)

- the nunber of” trainees should correspond <closely wth
actual job opportunities (5.15)

- there should be opportunities for paraprofessionals to
rise in their career with further study (5.16)

- the course should be practically-based and contain an
el ement of general education (5.17-18).

8.6 SCOPE AND. RANGE COF. CURRI CULUM
8.6.1 Ar chi ves and records nanagenent are practica
operations based upon a know edge of theory. Courses shoul d be

characterised by:
— academ c status and orientation (6.2)

- strong practical elenments at all stages in the course
(6.2-3)

- a good mx of academ c and practical teaching with nutua
rei nforcenent (6. 2-3)

- practical training in records nmanagenent (6.4)

8.6.2 Local curriculum devel opnent. Archives services are
rooted in the admnistrative methods of their country. There can
be no generally applicable nodel of training for it. Curricul um

must be developed Ilocally, and take account of:

- the nature of the archives services, their nmaterials and
needs (6.5)

- the interests and capabilities of teaching staff (6.5)

- the advice of practicing archivists (6.5)

the nature of the practical training possible (6.5)

8.6.3 The scope, range and structure of courses. Ar chi va
training has be harnonized with two different areas of study:
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library and information science and parallel

t rai ni ng cour ses in information work (Ssystems
studi es) (6.6-7)
- user interests and disciplines, studies arising fromthe
content of the archives served (subject studies)
(6.7-8)
8.6.4 The structure of the course nust reflect this by making

the follow ng provision:

professional core subjects
records managenent
ar chi ves nmanagenent
interpretative sciences and skills
adm ni strative history ( 6.9,6. 11-15)

courses in conmmon with other information training
repr ogr aphi cs
exhi bition
preservation and restoration
informati on storage, retrieval & dissem nation
bi bl i ography & sources of information
user studies
| egi slation
security
buil ding design and environnental control
systens design & automation ( 6.9,6 .16)

courses in common with other sectors
managenent sciences; statistics
| anguages
research nethodol ogy & environnent (6.9,6.17)

additional fields:
general foundation courses (6.10)
practical and special study (6.18)
el ectives:
educati on
preservation
publ i cation
special formats
oral evidence ( 6.9,6 .19)

8.6.5 O her courses shoul d include:

— in-service, technical and updating courses (6.20)

continui ng education (6.20)
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8.7 CONSTRUCTION CGE A COURSE

8.7.1 Cour se design shoul d:
- give a full range of training at appropriate levels to
professional, directorial and paraprofessional entrants
(7.1)
- give a comon basic training to all entrants despite

specialisation in the career structures (7.1)

8.7.2 The nodel curriculumis divided into nodul es:
- first professional qualification
records nmanagenent 1 nodul e
archives admnistration 1 nodul e
interpretative sciences and
adm ni strative history 1 nodul e
courses in comon wWth sister
pr of essi ons 4 nodul es
courses in comon with other )
sectors ) 2 nodul es

speci al study or task )

- second (advanced) professional qualification: this course
is not nodul ar:
managenent sci ences

a professional speciality to doctorate |eve

par apr of essi onal courses
general foundation

records managenent 1 nodul e
archives admnistration 1 nodul e
adm ni strati ve/national history 1 nodul e
courses in comon wth sister

pr of essi ons 3 nodul es
| anguage 1 nodul e.
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[ X SELECT BI BLI OGRAPHY

Items for inclusion here are chosen for their relevance to
(a) the planning and construction of a curriculumfor archive admnistration and
records nmanagenent; and
(b) for their direct value in putting together teaching programed.
No attenpt has been nmade to list items for their general relevance to archives
and records management studies.
Only recent materials are included, virtually nothing before 1970 and little before

1975.

The bibliography is arranged as follows:
A Bi bl i ogr aphi es
B. Principles and problens of archival training

c. The planning and adm nistration of archive training schools; manpower studies
and curricul um buil di ng

D. O her works consulted or referred to.

A Bl BLI OGRAPHI ES

L. M Duchein (conp). Basi ¢ international bibliography of archive adm nistration.
Archivum XXV, 1978

2. F.B. Evans (comp). Modern archives and nmanuscripts, a select bibliography.
Soci ety of AmericCan Archivists, 1975.

3. F.B. Evans (conp). The history of archives admnistration: a select bibliography

UNESCO, Docunentation librari €S and archi VES, Dbibli ographi es and reference
wor ks 6. Paris, 1979.

B. PRI NCI PLES AND PROBLEMS OF ARCHI VAL TRAI NI NG

4. L. Bell. ‘The professional training of archivists' . UNESCO Bul letin for
Libraries 25 (1971), 191-197.

5. F.G Burke. "Education’ , in RL Carke, Jr (cd), Archive-Library relations.
New York and London, 1976, pp.51-68.

6. M Cook. ‘Professional training: international perspectives’ . Archivaria 7
(1978), 28-41.

7. M Cook. ‘Professional training of archivists: problens of nodernization and
har noni zation! . UNESCO Journal of Information Science, Librarianship and
Archives Admi nistration 2 (1980), I50-158.

8. F.B. Evans. “Archival training in the United States: an unresolved probleni.

Archives et Bibliothéques de Bel gique 46 (1975), 518-548.
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F.B. Evans. ‘ Post -appoi ntment archival training: a proposed solution for a
basic problem. The Anerican Archivist 40 (1977), 57-74.
N.G O Filippov. ‘La formation du personnel des archives techniques’.

Sovetskie Arhivi 5 (1969), 60-62.

J. Fyfe and C Collier. Synposi um on archival education. School of Library
and Information Sciences, London, Ontario, 1980.

“La formation des archivists en Europe’. Archives et Bibliotheques de Bel gi que
46 (1975). The whol e issue is devoted to the subject and covers East and
Vst Gernmany, Spain, Austria, Holland, Italy, Britain and the Vatican.

P. Havard WIIians. “Education and training for archivists . Lucknow Libraria
12 (1980), 1-6.

I. Janca. ‘Twenty years of activity of the professional course at the State
Archives of Serbial. Arhi ski Preghed, 1974.

| . Janosc- Bi skupowa. ‘The present state of professional education of archivists
in Polish universities'. Archeion 67 (1977).

Marburg Archive School . “ Archi vausbi | dung im Wandel ', Der Archivar speci al
Number 11, 1973. This issue surveys training experience in Vést Germany,
France, Scandinavia, Belgiumand the Third W~ld."

L.J. MCrank. ‘Prospects for integrating historical and information studies in
archival education’ . The American Archivist 42 (1979), 443-455.

P. Orlovich. ‘Sone basi ¢ assunptions underlying the education and training of
archivists'. Archives and Manuscripts 6 (1976), 204-225.

| . Stroumova. “Inprovenent of the further education of archival personnel’.
Sovetskie Arhivi 5 (1974), 3-10.

H A Tayl or. ‘The discipline of history and the education of. the archivist'.
The Anerican Archivist 40 (1977), 395-402.

A Tontzak. *The professional education of archivists in Poland and in the
other European countries’. Archeion 66 (1977).

E. Veélch. “Archival education Archivaria 4 (1977), 49-59.

D. Wheeler. “Archival training: a Canberra experinent dies'. Archives and
Manuscripts 6 (1976), 276-280.

F.o Vel ff. ‘Di e Neuordnung der Aushildung des gehobenen Archivdienstes an der
Archivschule Marburg’. Der Archivar 30 (1977), 53-60.

C. THE PLANNI NG AND ADM NI STRATI ON OF ARCHI VE TRAI NI NG SCHOQLS;
MANPOAER STUDI ES AND CURRI CULUM BUI LDI NG

P. Atherton. UNI SI ST Cui del i nes for organi zation of training courses,
wor kshops and semnars 1n scientific and technical 1nformation and
docunent at 1 on. UNESCO, April 1975.

M Bielinska. “Archivistics in the teaching process’. Archeion 59 (1973),
51- 66. -

A. Bousso. ‘L' écol e des bibliothécaires, archivists et docunentalistes de
| "université de Dakar'. UNESCO Bul letin for Libraries 27 (1973), 77-83.

M Cook. ‘The planning of an archives school: some comments on the proposed
regional institute of archives science for Southeast Asia'. Journal of’
the Society of Archivists 5 (1975), 232-244.
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M Cook. ‘The education and training of archivists: status report of archival
training programmes and assessment of manpower needs’. UNESCO report,
Nov. 1979.

V. Cortes Al onso. ‘Venezuel a: reorgani zation de la formaci 6n de archiveros
y de | as estructuras archivisticas’ UNESCO report 1975.

C. Crespo Nogueira. Mexi co: reorganization de las estructuras archivists.
UNESCO report, 1974,

J.H d Oleans. Senegal . centre régional de formation d'archivistes. UNESCO
report, 1973.

J.H d Oleans and B. Del mas. Pl anni ng national infrastructures for
docunentation, Libraries and archives, outlinesof a general policy. UNESCO

Docurmentation l1braries and archives, Studies and research 4, Paris, 1975.
B. Del mas. Maroc: la formation des archivists. UNESCO report, 1978.

E. Franz. Li ban: formation archivistique: creation d un centre de formation
des archivistes, des bibliothéqgualires et des documentalistes. UNESCO
report, 1974.

German Foundation for International Devel opnent. I nternational conference
on information training for devel opi ng countries under special consideration
of teaching and learning material. 15-20 Dec 1980: summary report and
recomendat | ons. PROGRI'S, Berlin, Apr 1981.

L. Qunnar Mendoza. El Sal vador: situacion y planificacion del servicio de
docunment s publi cos. UNESCO report, 1974.
P. Havard WIlliams and E. G Franz. Pl anni ng | nformation Manpower.

I ntergovernmental Conference on the planning of National Documentation,
Library and Archives Infrastructures, Paris, 23-27 Sept 1974. UNESCO,

Paris, 1974.
C. Kecskeneti . La fornmation professionnelle des archivistes: |liste des écol es
et des cours de formation professionnelle d archivistes. I CA/"UNESCO,

Brussel's, 1966.
E. Ketelaar. Republic of Indonesia: archival training.  UNESCO report, 1980.

F.W Lancaster. UNI SI ST Cui delines for the eval uati on of training courses,

wor kshops and seminars in scientific and technol ogical information and
docunent ati on. UNESCO, Aug 1975.

E. Lodolini has reports on archival training in Dakar, Marburg, Latin Anerica

and the Caribbean, Munich and Brazil, in Rassegna deqli Archivi di Stato
32-36 (1972-76).

Meeting of experts on the harnoni zation of archival training programmed, Paris

26-30 Nov 1979: final report. UNESCO report, Jan 1980.

S.1. Mirashov. "Training of archivists at the Mdscow State Institute for
H story and Archives'. Paper to UNESCO seminar, ‘Problens of nmodern
archivol ogy, trends of devel opnent and practice’, 28 Aug-5 Sept 1972,
at Moscow.

Opl ei di ngen aan de rijks archiefschool . Urecht, 1978.

T.H Peterson. Archivists’ training course; Advanced archives admnistration,
Forty-second Institute - Introduction to nodern archives admnistration.
National Archives (USA), 1979.

M Rieger. ‘The regional training center movenent’. The Anerican Archivist

35 (1972), 163-171,
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M Rieger. “Ceneral introduction to the Third Wrld archival devel opnent plan'
Proceedings of the CGeneral Conference on the Planning of Archival
envel opnent 1n the Third Vorld, Dakar, 2o-31 Jan 19/75. Archivum speci al
volune 1, 1976.

WL. Saunders. UNI SI ST Cuidelines for curricul um devel opnent in information
st udi es. UNESCO, Dec I978.

Society of American Archivists. Education Directory. SAA, 1976.
Society of American Archivists, Committee on Education and Professional

Envel opnent. Program statenment 1 Dec 1973 and m ni mum curricul ar
gui delines for "an archrval trarning program SAA 6 Mar 1973.

A. Tanodi . “Unas consideraciones sobre la enseflanza archivistica |atinoanerica
Boletin Interanmericano de Archives 2 (1975), 7-23.

H A Taylor and E. Welch (conps). Qui del ines towards a curriculumfor graduate

archival training leading to a master's degree in archival SCI€ence.
Association of Canadian Archrvists, 1976.

P. Vassermann and J.R Rizzo. UNI SIST: a course in admnistration for nanagers
O information services: design, I nplenmentation and topical outline. -
UNESCO, Dec 1976. This report has extensive bibliographies on managenent
subj ects and the teaching of these.

T.D. WIson. UNI SI ST: Qui del ines for devel oping and inplenenting a national
plan for training and education in information use. UNESCO, Jan 1981.

D. OTHER WORKS CONSULTED OR REFERRED TO

Ad hoc commttee on education and training policy and progranmes, 3rd session,
4-6 Oct 1978; final report. UNESCO report, Dec 1978.

Final report of Expert consultation on the devel opnent of a records and
archi ves managenent programme (RAMP) within the framework of the General
Information Programme, 14-16 My 1979. UNESCO, 10 Aug 1979.

International Council on Archives. Archives Journals, a study of their coverage
by primary and secondary sources. UNESCO, RAMP studies and guidelines,
1981.

Meeting of sponsors of international assistance programes in education and
training of specialised information personnel, Paris, 14-16 June 1978;
Sunmary report. UNESCO report, July 1978.

Proceedi ngs of the general conference on the planning of archival devel opnent
In the Third Wrld, Dakar, 28-31 Jan 1975. Archivum Special volune 1,
Mienchen, 1976.

J. Davi es. A study of the basic standards and nethods in preservation and
restoration workshops applicable to devel oping countries. I nternational
Counci | on Archives, Brussels, 1973. '

A H Leisinger, Jr. A study of the basic standards for equi ppi ng, maintaining
and operating a reprographic |aboratory in archives of devel oping countries
International Council on Archives, Brussels, 1973.

RB. Pugh (cd)  Records of the Colonial and Doninions Ofices. Public
Record O fice Handbooks 3, London 1964.

Joint ICAIRVWF Committee on Records Managenent. Statement on nature and ains
of Records Management submitted to the International Congress on Archives,
Sept  1980.

UNESCO' | CA G ossary of archival terms.
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In addition, in-house course materials were seen fromthe University of Maryland,
the University of New South Wales, the University of Cordoba (Argentina), the
University of Ghana and the National Archives and Records Service (USA).





