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Phone: (215) 440-3403
E-Mail:  mlevitt@amphilsoc.org 

Note:  Use e-mail, I check it regularly

Classes meet at the APS Library, the Wood Room, 105 S. 5th Street (next to Independence Hall), at 5:10pm on Thursday nights.  Classes end at 7:40.
(NOTE:  This is a high security building.  If you arrive late, you may find the entrance locked.  BE ON TIME!  If you must be late call me before 5pm and we’ll make special arrangements for you.  Also, do not wander around the building unaccompanied —you may be asked to leave.  

Required Texts:

Arranging and Describing Archives and Manuscripts 
Kathleen Roe
SAA: Archival Fundamental Series II

Selecting and Appraising Archives and Manuscripts
Frank Boles
SAA: Archival Fundamental Series  II


General Readings

Jimerson, Rand, ed. American Archival Studies: Readings in Theory and Practice.

Chicago: SAA, 2000.

Reference Service
Pugh, Mary Jo.  Providing Reference Services For Archives And Manuscripts SAA: Archival Fundamentals Series II, Second ed.
n.b. Required readings are supplemented by class hand-outs.  All readings are on reserve in the APS Library, and are available 9-5pm Monday through Friday.


----------
Course Description:  This is an introductory course in archives management and the application of archival techniques.  The areas of study will include: the nature of primary sources and their relationship to history; the history and nature of archives; archival appraisal, arrangement, and description; reference, access and use of records; management and administration of archives, manuscript collections and archival collections; and issues and techniques of conservation and preservation in an archival setting.  In addition, students will become acquainted with archival automation, legal issues related to archival administration, records management, historical methods, and some of the principle philosophical issues in archival thought.  

To some extent--especially in the second half of the semester--classes will be conducted in seminar fashion, rather than in traditional lecture-style.  Students should be aware that in order to make the class meaningful, this format will require a good deal of independent study, preparation, and participation. 

Course Objectives:  A basic understanding of the concepts of archival techniques and methods, sufficient to establish a foundation for advanced graduate work in archives or special collections librarianship, or a sponsored practicum/internship.  These objectives will be pursued through assigned readings, hands-on archival processing, field trips, written and oral reports on specialized topics, and class discussion.

Evaluation Summary:
Hands-on project:

20%

Class participation:

20%

Oral Report:


20%

Final paper:


40%

Explanation of assignments and method of evaluation:  

1.  Hands-on processing experience.  Each student will be assigned to a processing group.  Under the guidance of Urban Archives archivists, or archivists elsewhere as assigned, each group will be assigned to process.  As a group the students will appraise, arrange, and describe their assigned collection in a written finding aid.  The finding aid will conform to host institution standards.  20%
2.  Class participation.  Substantive contributions to class discussion based on thoughtful preparation (assigned readings), participation in field experiences, and the timely completion of homework assignments (including the on-site visit and report) will bear on the student's grade.  20%
3.  Oral Report.  This assignment will consist of a ten- to fifteen-minute oral report to the class on any subject related to archival theory or technique.  HOWEVER, YOU MAY NOT USE THE SAME TOPIC YOU HAVE SELECTED FOR YOUR FINAL PAPER.  A list of suggested topics may be found in this syllabus, or the student may choose any other topic that appeals to him/her.  However, all proposed presentations must be approved by the instructor before work is undertaken.  Each student will prepare a one- or two-page handout summarizing the oral report.  This summary or outline should include a bibliography of three to five important books on the subject of the report.  The student is responsible for providing a xerox copy of the summary, including a short bibliography of relevant scholarship, for all other students in the class at the time of presentation.  20%
4. Final Paper (read these instructions carefully).  The final will consist of a research paper on a topic approved by the instructor.   The final paper will be approximately 15 pages, double-spaced, and should be footnoted where appropriate (endnotes are acceptable).  This is a history course--you must cite your sources, using as a guide either Turabian's Guide to Writers of Dissertations and Theses or the Chicago Manual of Style (do not use social science-type notes).  Papers not adhering to one of these conventions will be marked down severely.   A bibliography of works consulted is mandatory.  In addition to subject expertise, the paper should demonstrate the student's understanding of the process of creating a scholarly product. 40%

5.  Policy on late assignments and unexcused absences.  Projects excluding the final paper not received on the date due will not be accepted, and a grade of F will be assigned.  Exceptions are rarely made, and if you want to try it, you’d better be in dire straits.  I do not recommend it. The due date for the final paper is located in this syllabus. I DO NOT ACCEPT submissions electronically.  You MUST deliver, or have delivered, a physical copy of your final paper to my office on or before the due date at 4 p.m. or you will receive an F for the paper.  No exceptions. 
Office Hours:   I will usually be available after class.  I will also be available by appointment at the American Philosophical Society Library, Monday through Friday, 9am to 5pm.  My Assistant is Sandy Duffy (215) 440-3405 sduffy@amphilsoc.org  Sandy is an invaluable resource, so don’t hesitate to call her if I can’t be found, you want an appointment to see me, etc.
 (INCLEMENT WEATHER:  Weather conditions may be sufficiently severe to cause the cancellation of class.  If the University is closed because of inclement weather, class is cancelled, despite the fact that this class does not meet on University grounds.  The APS closes when the Philadelphia School District is closed due to inclement weather for the entire day.  Thus, if the Philadelphia school system is closed, or Temple is closed, class is cancelled. You can determine class status in several ways:

1. The University's weather hotline, 215-204-1975.
2. Broadcasts on Temple University's radio station WRTI-FM (90.1 FM).
3. The Temple University Web site’s home page (www.temple.edu). 
4. Other media outlets, including KYW radio (1060 AM) and local television stations.

5. When in doubt, check your e-mail for a message from me, or call me.

Disability Statement: This course is open to all students who meet the academic requirements for participation.  Any student who has a need for accommodation based on the impact of a disability should contact the instructor privately to discuss the specific situation as soon as possible.  Contact Disability Resources and Services at 215-204-1280 in 100 Ritter Annex to coordinate reasonable accommodations for students with documented disabilities. 

Statement on Academic Freedom:  Freedom to teach and freedom to learn are inseparable facets of academic freedom. The University has adopted a policy on Student and Faculty Academic Rights and Responsibilities (Policy # 03.70.02) which can be accessed through the following link: http://policies.temple.edu/getdoc.asp?policy_no=03.70.02.  

Policy on Academic Honesty:  Temple University believes strongly in academic honesty and integrity. Plagiarism and academic cheating are, therefore, prohibited. Essential to intellectual growth is the development of independent thought and a respect for the thoughts of others. The prohibition against plagiarism and cheating is intended to foster this independence and respect. 
Plagiarism is the unacknowledged use of another person's labor, another person's ideas, another person's words, another person's assistance. Normally, all work done for courses -- papers, examinations, homework exercises, laboratory reports, oral presentations -- is expected to be the individual effort of the student presenting the work. Any assistance must be reported to the instructor. If the work has entailed consulting other resources -- journals, books, or other media -- these resources must be cited in a manner appropriate to the course. It is the instructor's responsibility to indicate the appropriate manner of citation. Everything used from other sources -- suggestions for organization of ideas, ideas themselves, or actual language -- must be cited. Failure to cite borrowed material constitutes plagiarism. Undocumented use of materials from the World Wide Web is plagiarism. 
CLASS SCHEDULE
Note:  This schedule may change or be updated as circumstances dictate.  Please bring it with you to class and listen carefully for revisions.

21 January.  Introduction to archives.  Site visit assignment.  What is History? assignment. 

28 January.  Appraisal and disposition.  What is History? assignment due.
4 February.  Appraisal con't. 

11 February.  Arrangement and description. 

18 February.  Reference service and access.  Ethics.  Final date to submit topic (in writing) for oral report. 

25 February.  Security. Audio-visual and non-textual media in archives.

5 March. Records management; the life cycle of records. Manuscripts and personal papers. Automation and Computers in Archives.

11 March. SPRING BREAK.

18 March.  Basic conservation. Acquisitions and collection development; collection management.  Final date to submit topic (in writing) for final paper. Site visit report due.
25 March. Archival Preservation/Conservation: APS Conservation Workshop.
2 April. Oral reports.

8 April.Oral reports.  

15 April.  Oral Reports. Job prospects.  The ACA exam.
22 April.   No class.  Final paper and Archives Finding Aid Projects (one finding aid per group) due at my office by 5 pm: APS Library, 105 S. 5th St., Phil., Pa 19106-3386.
POSSIBLE TOPICS FOR RESEARCH
This list is by no means comprehensive and is intended simply to suggest some ideas for research--can be used for oral report or final paper.  Alternative topics are fine, but get approval before you begin.

Access--issues of; e.g., national security

Accessioning--methodology and rationale

Acquisitions--techniques of collection

Appraisal

Arrangement

Automation

Basic conservation techniques

Certification of archivists--issues

Collection development policies

Conservation of sound recordings

Conservation of photographs

Copyright issues

Deacidification of paper

Descriptions of holdings—types

Digital Records—problems in preservation, access, administration
Diplomatics--ancient/medieval official documents

Disaster plans

EAD

Educational programs--training archivists

Encapsulation and lamination of paper--pros and cons; method

Enemies of paper--insects, rodents, etc.  Also mold, mildew

Environmental storage conditions

Exhibits

Finding Aids--types, rationale, content

History of archives--ancient

History of archives--European traditions

Identifying photographic types

Ink--history and kinds

Institutional self-assessment 

Maps and Graphics--storage and special problems of access

MARC format (Machine Readable Cataloguing)

MPLP

Obligations of a repository to researchers

On-line resources 

Oral history

Paper--history and kinds

Professional publications--types and quality

Provenance--issues of

Public outreach--how to

Reference interviews--determining the needs of researchers

Publicizing holdings

Reprography--microfilm, xerography, issues of facsimiles

Respect des Fonds--meaning for archival theory

Restrictions on access--by donor or institution: rationale

Rules for researchers--rationale

Scheduling of records (retention/disposal)--rationale

Security--means and implications for research

Types of finding aids

Weeding--disposition of unused materials; methods of
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Spring 2010
SITE VISIT

The purpose of the site visit is to have you look at the way in which standard archival operations are performed in real life at a specific repository.  Write one or two paragraphs on each of the following major aspects of the repository you select.

1.  Goal/mission:  What is the purpose of the archives/manuscript repository?  What does it collect?

2.  Administration:  What is the overall structure within which the archives operates?

3.  Acquisitions:  How is material acquired and/or brought into the collection?

4.  Appraisal:  What is retained and how is that determined?

5.  Preservation:  Cover general facilities and operations.

6.  Arrangement:  How is material arranged and in what stages?

7.  Description:  What are the finding aids and how are they prepared?  Is automation employed?

8.  Use:  What are the policies and procedures relating to access?  Who are the users?

9.  Staff/funding:  What are current levels and future projections?

As circumstances dictate, you may want to mention other aspects of the repository.  If it has considerable non-textual materials like photographs, you ought to mention how these are handled.

A list of local repositories was handed out with this assignment.  Always call first, explaining that you are a student in this course; if the archivist is willing to participate--most are--make an appointment.
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WHAT IS HISTORY?

Assignment:  Attached are several quotes from well known historical figures. Choose

any quote, and write 200 words (that's roughly one typewritten page) about the author's point of view.  Express your opinion in a logical argument, whether you choose to agree or disagree.

This assignment is due at the next class meeting.  Please type your work.


GREAT MINDS ON HISTORY
History is too important to entrust to historians.


--Sen. Bob Dole

Those who cannot remember history are condemned to repeat it.

--George Santayana

History repeats itself; historians repeat each other.

--Philip Guedalla

Historians are like deaf people who go on answering questions no one has asked them.

--Leo Tolstoy

History is a trick the living play on the dead.

--Voltaire

Who controls the past controls the future, who controls the present controls the past.

--George Orwell

If a man could say nothing against a character but what he can prove, history could not be written.

--Dr. Samuel Johnson

History:  An account, mostly false, of events, mostly unimportant, which are brought about by rulers, mostly knaves, and soldiers, mostly fools.

--Ambrose Bierce

Historian: an unsuccessful novelist.

--H. L. Mencken

The essential matter of history is not what happened but what people thought or said about it.

--Frederic W. Maitland

There is nothing new in the world except the history you do not know.

--Harry S. Truman

History is bunk.

--Henry Ford

1

