SAULT COLLEGE OF APPLI ED ARTS & TECHNOLOGY
SAULT STE. MARIE, ONTARI O

COURSE QUTLI NE

RECORDS MANAGEMENT
Course CQutli ne:

REC400
Code No. :
EXECUTI VE OFFI CE ADM NI STRATI ON
Progr am
|V
Senest er:
1988 01 04
Dat e:
ELSIE LALONDE
Aut hor :

N REVISION:

I Date

airperson



RECCRDS MANAGEMENT RECA00
Cour se Nane Cour se Nunber

COURSE PREQU SI TES:  CPE300

GENERAL CBJECTI VES!

To introduce the student to "the need for a systematic ap||or oach to managi ng
the information resource érecord) throughout 1ts life cycle - fromcreation
to final disposition - and present a functional nanagenent approach to the
i npl enentati on and operation of a records managenent system”

To provide the student "with information on career paths and suggestion for
rofessional developnent in the field of records nmanagenent as well as a
road base of know edge about records nanagenent functions."

To provide the student with a basic famliarity of the new trends in
creation, storing, retrieval, security, purging, and disposal of records as
brought about by new techni ques such as mcrorecords control, tele-

communi cati on, conputers, etc.

Quoted Materi al | NFCRVATI ON RESOURCE MANAGEMENT (R cks - GOW - Sout h-
Véstern (1984)
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GRADI NG GUI DELI NES;

1. "Case Studies" or "lssues for D scussion" are due on date assigned
for in-class presentation (witten handouts, overheads, speakers,
etc. Note: speakers would require instructor approval.) No
allowance will be nade for lack of input as nmaterial can be given
to instructor and/or a classnmate coordinator prior to presentation

date. If not presented in person, a 20%deduction will apply on
either "lIssues for D scussion"” or "Case Studies" final grade
conponent .

Proposed pt.#1

best (6) out of (7) = average = 80% 85%
tours, filmor speaker (ATTENDANCE
MANDATORY). (If atour, film etc.
m ssed student nust wite last test
regardl ess of nmark plus face a | oss
of 10%fromtotal senester nmark (all
conponents except tests). = 5% 5%

As there are no "del ayed" tests to offset unexpected
i1 nesss, etc., only the best (6) out of 7 tests wll

2. Tests
Logs

be al | owned.

Case Studies (in class presentations) = 10% 5%

| ssues for D scussion (in class presentations) = 5% 5%
TOTAL = 100% 100%

*Should instructor feel Case Studies and |ssue D scussions not working as
an instruction method, students will be preadvised by the end of the 2nd
nonth and Grading Procedure Opt. #1 will be used.

ATTENDANCE; Should student not be required to wite Test #7, attendance
at classes Weks 14 and 15 are mandatory. Failure wo doctor's
certificate or other appropriate proof will result in a 10% reduction

of termmark.

Al so, sone ratings nay be the result of an instructor and peer conbi ned
assessnent .
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3. (GRAD NG SCALE;
Fi nal Reporting

95 - 100% - Consistently Qutstandi ng Achi evenent
85 - 94% - CQutstanding Achi evenent
70 - 84% - Consistently Above Average Achi evenent

60 - 69% Satisfactory or Acceptabl e Achi evenent
(Repeat ) BELONGO%- (bj ectives of Course Have Not
P Been Met

TOwm> P
I | I | I A

M D TERM REPCRTI NG

Satisfactory Progress

Unsati sfactory Progress

Repeat

QGade not reported to Registrar's Ofice.

This grade issued to facilitate transcript production

when facul t because of extenuating circunstances, find
it inpossib e to report grades by due date.

OCOURSE QUTLI NES SUBJECT TO CHANGE DEPENDI NG ON UNFORSEEN O ROUMSTANCES

%ECU)

TEXTBOCKS;
| nformati on Resource Managenent; R cks - CGow, 1984, South-VWeéstern

MATER ALS;
Any type of note paper for any notes students nay determne are required.
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OBJECTI VE SCHEDULE "I NFORVATI ON RESOURCE MANAGEMENT"

VEEK DATE CHAPTER OBJECTI VE
1 Jan. 11 Distribute Objectives
APPENDI X' A Archi ves Managenent
APPENDI X B H story of Records Managenent
1 Jan. 12 1 The Records Managenent

System (overview)

PLANNI NG THE SYSTEM

1 Jan. 18 2 The Pl anning Function
2 Jan. 18 3 Records Retention Program
2 Jan. 19 4 Planning the Facility
3 Jan. 25 5 Classification System Sel ection
4 Feb. 8 6 St orage Equi pnent & Supplies
4 Feb. 9 7 M cr ogr aphi cs
CRGANI ZI NG THE SYSTEM
5 Feb. 15 8 Records Managenent Manual
6 Feb. 22 9 Systens Qperation and Retrieval
6 Feb. 23 10 The Integrated |nformation
System
7 WI NTER BREAK

8 Mar. 8 11 Speci al i zed Applications
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STAFFI NG THE SYSTEM

9 Mar . 8 12 The Records Manager
10 Mar. 14 13 Staff Devel opnent
11 Mar. 21 14 Careers in Records Managenent

CONTROLLI NG THE SYSTEM

11 Mar. 22 15 The Control Function

12 Mar. 28 16 Correspondence & Copy Contro
13 Apr. 4 17 Directives Control

13 Apr. 5 18 Fornms and Reports Control

14 Apr. 11 19 M crorecords Contro

15 Apr. 18 20 Records Safety & Security

16 TEST WEEK

PROPOSED DATES

TEST #1 - Chapters 1 - 4 - Jarnrary--« February 2
#2 - Chapters 5 - 7 February 16
#3 - Chapters 8 - 8 - March 7

#4 - Chapters 10 - 11 - March 15
#5 - Chapters 12 - 14 - March 29
#6 - Chapters 15 - 17 - April 11
#7 - Chapters 18 - 20 - April 25

NOTE: Specific objectives (conpetencies) have not been spelled out in
this set of objectives as these have been nore than anply covered by the
aut hor at the beginning of each chapter in the text and at this point
not hing further can be added.
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| NFORVATI ON RESOURCE MANAGEMENT SECTI ON OF COURSE

VETHOD OF PRESENTATI ON

TE

TE

#1

#2

#3

#4

#5

#6

#7

di scussi on sessions on issues
presentati on*

case study approach by student
audio visuals - slides and other
handout
hands or eyes-on nmateri al
tours (subject to ability to secure)
mni-|lectures

Di scussion and case study responses w ||

STI NG METHODS

ST NO. & COVERAGE

(CH 1-4) (40) T/F;
Choi ce of

sel ection

(30) T/F;
Choi ce of
sel ection

(CH 5-7)

(CH 8-9) (20) T/ F;
Choi ce of
sel ection
(CH 10-11) (20) T/F;
Choi ce of
sel ection
(CH 12-14) (30) T/F;
Choi ce of
sel ection
(CH 15-17) (30) T/F;
Choi ce of
sel ection
(CH 18-20) (30) T/F;
Choi ce of
sel ection

and instructor
materials as avail able
(hands-on materials and articles, etc.(as avail abl e)

(where feasible)

in chapters by students and instructor

presentation*

be on file in library.

TYPES OF QUESTI ONS

40 Mul ti pl e Choi ce;

2

)
(30
(2)
of
(20
(3)
of
(20
(3)
of
(30
(2)
of
(30
(2)
of

(30
(2)
of

di scussi on questions froma
6) topics or (1) case study.

Mul tiple Choice;
di scussi on questions from a
6) topics or (1) case study.

Mul tiple Choice;
di scussi on questions from a
5) topics or (1) case study.

Mul tiple Choice;
di scussi on questions froma
5) topics or (1) case study,

Mul tipl e Choice;
di scussi on questions from a
4) topics or (1) case study.

Mul tiple Choice;
di scussi on questions from a
4) topics or (1) case study.

Mul tiple Choice;
di scussi on questions from a
4) topics or (1) case study.
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DI SQUSSI ON' QUESTI ON ASSI GNMVENTS:

These will be assigned by instructor approxinately one week in advance of
presentation. Presentation nay take form of:

- board presentation
- over head
- handout
- naterial
or notes.

Thes§ guestions will be assigned on an individual basis. (10 mn., 20 mn.
max.

CASE STUDY ASSI GNVENTS:

These wil| be assigned bg i nstructor approxi mately one week in advance of
presentation on a group basis. Formof presentation simlar to above.

Note: each participant's rough draft input to groups final presentation
must be submtted. |f no rough work, then no case study participation nmark
(max. 5 mn. per question).



