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 LIS416 Archives Administration & Records Management (2 Units) 

 

Series 1 Foundations of Archives and Records Management 

Series outline 

• Part 1.1 Key Concepts in Archives and Records Management 

• Sub-Part 1.1.1 Defining Archives and Records 

• Sub-Part 1.1.2 Principles of Records Management 

• Part 1.2 Historical and Professional Foundations of Archival Practice 

• Sub-Part 1.2.1 Evolution of Archival Thought 

• Sub-Part 1.2.2 The Archival Profession and Its Roles 

• Part 1.3 Theoretical Perspectives and Practical Relevance 

• Sub-Part 1.3.1 Archival Theory and Core Principles 

• Sub-Part 1.3.2 Practical Applications in Administration 

 

Introduction 

Background Imagine a society without organised records: decisions would be lost, 
histories forgotten, and accountability weakened. Archives and records management 
provide the foundation for preserving knowledge, ensuring transparency, and supporting 
both governance and scholarship. This Series introduces you to the essential concepts 
and professional roots of archival practice, setting the stage for deeper exploration in later 
Series. 

Series aim The aim of this Series is to equip you with a clear understanding of the 
fundamental concepts, historical development, and theoretical underpinnings of archives 
and records management. 

Series synopsis We shall commence this Series by examining the key concepts of 
archives and records management, clarifying definitions and principles. Next, we will 
explore the historical and professional foundations of archival practice, considering how 
the profession has evolved and the roles archivists play today. Finally, we will conclude by 
analysing theoretical perspectives and linking them to practical applications in 
administration, thereby rounding off the Series with a balanced view of both theory and 
practice. 
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Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 1.1 define the key concepts of archives and records management, 

• SLO 1.2 explain the historical development and professional foundations of 
archival practice, 

• SLO 1.3 analyse major theoretical perspectives in archives administration, and 

• SLO 1.4 apply theoretical principles to practical aspects of records and archives 
management. 

 

1.1 Key Concepts in Archives and Records Management 

1.1.1 Defining Archives and Records 

The term archives refers to collections of records that are preserved because of their 
enduring value for administration, research, or cultural heritage. Records are documents 
created, received, and maintained as evidence and information by an organisation or 
individual in the course of legal obligations or business transactions. Archives are 
therefore the final resting place of records that have been appraised as worthy of long-term 
preservation. 

It is important to note that not all records become archives. Records serve immediate 
operational needs, while archives serve long-term historical, legal, and cultural purposes. 

Fill in the blank: Archives are preserved because of their enduring ______ for 
administration, research, or cultural heritage. 
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1.1.2 Principles of Records Management 

Records management is the systematic control of records throughout their life cycle, 
from creation to disposal or transfer to archives. It ensures that records are reliable, 
authentic, and accessible when needed. The principles of records management include 
accountability, transparency, efficiency, and compliance with legal and regulatory 
requirements. 

A well-structured records management system helps organisations avoid information 
overload, reduce costs, and maintain trust with stakeholders. For example, without proper 
management, organisations may struggle to retrieve essential documents during audits or 
legal proceedings. 

Fill in the blank: Records management ensures that records are reliable, authentic, and 
______ when needed. 
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Pilot questions 1.1 

1. Which of the following best describes archives? a) Records created for daily use b) 
Records preserved for their long-term value c) Records destroyed after use d) 
Records used only in legal cases 

2. What is the main difference between records and archives? a) Archives are 
temporary, records are permanent b) Records serve immediate needs, archives 
serve long-term value c) Archives are created daily, records are historical d) 
Records are cultural, archives are administrative 

3. Which principle of records management ensures adherence to laws and 
regulations? a) Accountability b) Transparency c) Efficiency d) Compliance 

4. Records management controls records throughout their ______. a) storage b) life 
cycle c) preservation d) disposal 

5. Why is records management important for organisations? a) It increases costs b) It 
reduces trust c) It prevents information overload d) It eliminates archives 

 

1.3 Theoretical Perspectives and Practical Relevance 

1.3.1 Archival Theory and Core Principles 

Archival theory provides the intellectual framework that guides the practice of managing 
records and archives. It is built upon principles such as provenance, which means 
maintaining records according to their origin, and original order, which means preserving 
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the arrangement in which records were created. These principles ensure that records 
remain authentic and meaningful, allowing researchers and administrators to interpret 
them correctly. 

Archival theory also emphasises the concept of life cycle, which describes the stages 
records pass through from creation to final disposition. By applying these principles, 
archivists can safeguard the integrity of records and ensure they serve both immediate and 
long-term needs. 

Fill in the blank: The principle of ______ requires archivists to maintain records according to 
their origin. 

 

 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

1.3.2 Practical Applications in Administration 

Archival theory is not merely abstract; it has direct relevance to everyday administrative 
practice. For example, when organisations design filing systems, they apply the principle of 
original order to ensure that records can be retrieved efficiently. Similarly, provenance is 
applied when records are grouped by the department or office that created them, 
maintaining accountability and clarity. 

In practice, archivists must balance theoretical principles with practical realities such as 
limited resources, technological changes, and user needs. This means adapting archival 
methods to suit both paper-based and electronic records, while still upholding the integrity 
of the archival framework. 

Fill in the blank: In practice, archivists must balance theoretical principles with ______ 
realities such as limited resources and technological changes. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

 

 

Pilot questions 1.3 

1. Which principle of archival theory ensures records are grouped by their origin? a) 
Original order b) Provenance c) Transparency d) Accountability 

2. What does the life cycle of records describe? a) The stages records pass through 
from creation to final disposition b) The arrangement of records in their original 
order c) The grouping of records by provenance d) The destruction of records only 
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3. Why is archival theory important for administrative practice? a) It provides abstract 
ideas with no practical use b) It ensures records remain authentic and meaningful 
c) It eliminates the need for filing systems d) It reduces accountability requirements 

4. Which of the following is a practical application of original order? a) Designing filing 
systems for efficient retrieval b) Grouping records by department of origin c) 
Adapting methods for electronic records d) Preserving cultural heritage 

5. What challenge must archivists balance when applying theory to practice? a) 
Unlimited resources b) Technological changes and user needs c) Lack of 
accountability d) Elimination of provenance 

 

Series Summary 

This Series has introduced you to the foundations of archives and records management, 
highlighting why these disciplines are essential for preserving knowledge, ensuring 
accountability, and supporting both governance and research. We began by clarifying the 
key concepts of archives and records, then examined the historical development of 
archival thought and the professional roles of archivists. Finally, we explored theoretical 
perspectives such as provenance, original order, and the life cycle of records, and 
connected these principles to practical applications in administration. 

By engaging with this Series, you should now be able to define the central concepts of 
archives and records management, explain the historical and professional foundations of 
archival practice, analyse the theoretical principles that underpin archival work, and apply 
these principles to practical administrative contexts. These outcomes directly align with 
SLOs 1.1 to 1.4, ensuring you have a strong foundation for the more advanced topics that 
follow in subsequent Series. 

 

Glossary of Terms 

• Archives: Collections of records preserved because of their enduring value for 
administration, research, or cultural heritage. 

• Archival thought: Philosophies and ideas that have shaped how societies preserve 
and manage records over time. 

• Archival theory: The intellectual framework guiding the practice of managing 
records and archives, built on principles such as provenance and original order. 

• Life cycle: The stages records pass through from creation to final disposition. 

• Original order: The principle of preserving records in the arrangement in which they 
were originally created. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

• Provenance: The principle of maintaining records according to their origin, ensuring 
authenticity and accountability. 

• Records: Documents created, received, and maintained as evidence and 
information by an organisation or individual in the course of legal obligations or 
business transactions. 

• Records management: The systematic control of records throughout their life 
cycle, ensuring reliability, authenticity, and accessibility. 

 

Concept Check Questions  

Objective questions 

1. Which principle requires archivists to maintain records according to their origin? 
(Linked to SLO 1.3) a) Original order b) Provenance c) Accountability d) 
Transparency 

2. What is the main difference between records and archives? (Linked to SLO 1.1) a) 
Records serve immediate needs, archives serve long-term value b) Archives are 
temporary, records are permanent c) Records are cultural, archives are 
administrative d) Archives are created daily, records are historical 

Short-answer questions 

3. Define records management and explain its importance for organisations. (Linked 
to SLO 1.1) 

4. Briefly describe the role of archivists in modern information societies. (Linked to 
SLO 1.2) 

Long-answer questions 

5. Analyse the evolution of archival thought and explain how principles such as 
provenance and original order contribute to archival theory. (Linked to SLO 1.2 and SLO 
1.3) 

6. Evaluate how archival theory can be applied to practical administrative contexts, 
giving examples of challenges archivists may face. (Linked to SLO 1.4) 

 

Answers to Concept Check Questions 

Objective questions 

1. b) Provenance 

2. a) Records serve immediate needs, archives serve long-term value 

Short-answer questions 
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3. Records management is the systematic control of records throughout their life 
cycle. It is important because it ensures records are reliable, authentic, and accessible, 
helping organisations avoid information overload and maintain accountability. 

4. Archivists act as custodians of historical memory, facilitators of research, and 
guardians of accountability. In modern societies, they also manage digital records and 
address challenges of electronic preservation. 

Long-answer questions 

5. Basic response: Archival thought evolved from early governance practices to 
modern archival theory, which emphasises provenance and original order. These 
principles ensure records remain authentic and meaningful. Value-added response: 
Beyond authenticity, provenance and original order also support transparency, 
accountability, and efficient retrieval. Their application has influenced international 
standards and continues to shape digital preservation strategies. 

6. Basic response: Archival theory guides administrative practices such as filing 
systems and grouping records by origin. Archivists apply these principles to ensure 
efficiency and accountability. Value-added response: In practice, archivists must adapt 
theory to challenges such as limited resources, technological changes, and user 
demands. For example, electronic records require new strategies for maintaining 
provenance and original order, while balancing accessibility with security. 

 

Answers to Pilot Questions 

Part 1.1: 1-b, 2-b, 3-d, 4-b, 5-c  

Part 1.2: 1-b, 2-b, 3-c, 4-c, 5-b  

Part 1.3: 1-b, 2-a, 3-b, 4-a, 5-b 

 

References and Attributions  

• Figure 1.1 Distinction between records and archives: AI prompt “Create a simple 
diagram showing records as a broad category, with archives as a subset 
representing long-term value.” Suggested OER search string: “records vs archives 
diagram OER”. 

• Box 1.1 Principles of records management: AI prompt “Generate a text box 
summarising four principles of records management.” Suggested OER search 
string: “principles of records management OER”. 

• Figure 1.2 Milestones in the evolution of archival thought: AI prompt “Create a 
timeline diagram showing the evolution of archival thought from ancient 
governance to modern archival theory.” Suggested OER search string: “history of 
archival theory timeline OER”. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

• Plate 1.1 The evolving role of the archivist: AI prompt “Generate an image of an 
archivist working with shelves of paper records and a computer system for digital 
archives.” Suggested OER search string: “archivist working with paper and digital 
records OER”. 

• Figure 1.3 Core principles of archival theory: AI prompt “Create a diagram showing 
provenance, original order, and life cycle as interconnected principles of archival 
theory.” Suggested OER search string: “archival theory principles diagram OER”. 

• Box 1.2 Examples of practical applications of archival theory in administration: AI 
prompt “Generate a text box summarising practical applications of archival theory 
in administration.” Suggested OER search string: “archival practice applications 
OER”. 
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Series 2 The Life Cycle and Continuum of Records 

Series outline 

• Part 2.1 Records Creation and Capture 

• Sub-Part 2.1.1 Defining records creation 

• Sub-Part 2.1.2 Methods of capturing records 

• Part 2.2 Records Maintenance and Use 

• Sub-Part 2.2.1 Storage and retrieval systems 

• Sub-Part 2.2.2 Administrative and operational use 

• Part 2.3 Records Disposition and Continuum 

• Sub-Part 2.3.1 Disposal and retention schedules 

• Sub-Part 2.3.2 The records continuum model 

 

Introduction 

Background Every organisation generates records daily, from emails and reports to 
contracts and policies. Without a structured approach to managing these records, 
valuable information may be lost or misused. The life cycle and continuum of records 
provide a framework for understanding how records are created, maintained, used, and 
eventually disposed of or preserved as archives. 
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Series aim The aim of this Series is to guide you through the stages of the records life cycle 
and to introduce the continuum model, helping you appreciate how records are managed 
from creation to their final disposition. 

Series synopsis We shall commence this Series by exploring how records are created and 
captured, focusing on their definition and methods of documentation. Next, we will 
examine how records are maintained and used, considering storage systems and their role 
in administration. Finally, we will conclude by analysing records disposition, including 
retention schedules and disposal, and then introduce the continuum model as a broader 
perspective on records management. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 2.1 define records creation and explain methods of capturing records, 

• SLO 2.2 demonstrate how records are maintained and used in administrative 
contexts, 

• SLO 2.3 evaluate disposal practices and retention schedules for records, and 

• SLO 2.4 analyse the records continuum model and its relevance to modern records 
management. 

 

2.1 Records Creation and Capture 

2.1.1 Defining records creation 

Records creation refers to the process by which documents are generated in the course 
of organisational or individual activities. These documents may take many forms, such as 
letters, reports, contracts, emails, or digital files. Records are created to serve as evidence 
of transactions, decisions, or actions, and they provide accountability and continuity for 
both administrative and historical purposes. 

It is important to distinguish between ordinary information and records. Records are not 
just data; they are evidence that carries legal, administrative, or cultural weight. For 
example, a draft note may be considered information, but once it is finalised and 
approved, it becomes a record. 

Fill in the blank: Records are created to serve as ______ of transactions, decisions, or 
actions. 
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2.1.2 Methods of capturing records 

Records capture is the act of securing records into a system where they can be managed 
and retrieved. This may involve physical filing systems, electronic databases, or 
specialised records management software. Capturing records ensures they are preserved 
in a reliable and accessible manner. 

Methods of capture include manual filing, scanning paper documents into digital formats, 
and automatically saving electronic communications such as emails. The choice of 
method depends on the type of record and the organisational context. Effective capture 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

prevents loss of information and supports compliance with legal and regulatory 
requirements. 

Fill in the blank: Capturing records ensures they are preserved in a reliable and ______ 
manner. 

 

 

 

Pilot questions 2.1 
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1. Which of the following best describes records creation? a) Generating documents 
as evidence of activities b) Storing documents in filing systems c) Destroying 
documents after use d) Preserving cultural artefacts 

2. What distinguishes records from ordinary information? a) Records are always digital 
b) Records carry legal, administrative, or cultural weight c) Records are temporary 
notes d) Records are created only by governments 

3. Which of the following is NOT a method of capturing records? a) Manual filing b) 
Scanning documents c) Automatic saving of emails d) Ignoring drafts 

4. Why is records capture important? a) It ensures records are preserved and 
accessible b) It eliminates the need for compliance c) It reduces accountability d) It 
prevents records from being created 

5. Fill in the blank: Capturing records ensures they are preserved in a ______ manner. 

 

2.2 Records Maintenance and Use 

2.2.1 Storage and retrieval systems 

Storage systems are organised methods for keeping records safe and accessible. They 
may be physical, such as filing cabinets and shelves, or digital, such as databases and 
cloud storage. The choice of storage system depends on the type of records, the volume of 
information, and the organisational needs. 

Retrieval systems are mechanisms that allow users to locate and access records when 
required. Effective retrieval systems rely on clear indexing, classification, and metadata. 
Without these, records may be stored but remain inaccessible, which defeats their 
purpose. 

Fill in the blank: Effective retrieval systems rely on clear indexing, classification, and 
______. 
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2.2.2 Administrative and operational use 

Records are not only stored, they are actively used in administration and operations. 
Administrative use refers to employing records for decision-making, accountability, and 
compliance. For example, financial records are used to prepare budgets and audits. 

Operational use involves applying records in day-to-day activities, such as referencing 
past correspondence, tracking project progress, or verifying contracts. Records must 
therefore be accessible, reliable, and secure to support both administrative and 
operational functions. 
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Fill in the blank: Records must be accessible, reliable, and ______ to support 
administrative and operational functions. 

 

 

Pilot questions 2.2 

1. Which of the following is an example of a physical storage system? a) Filing cabinet 
b) Database c) Cloud storage d) Metadata 

2. What is the main purpose of retrieval systems? a) To destroy records b) To locate 
and access records when required c) To create records d) To prevent compliance 
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3. Which element is essential for effective retrieval systems? a) Metadata b) Disposal 
c) Drafting d) Ignoring classification 

4. Administrative use of records includes: a) Preparing budgets and audits b) Tracking 
project progress c) Verifying contracts d) All of the above 

5. Fill in the blank: Records must be accessible, reliable, and ______ to support 
administrative and operational functions. 

 

2.3 Records Disposition and Continuum 

2.3.1 Disposal and retention schedules 

Records disposition refers to the final stage of the records life cycle, where records are 
either destroyed, transferred to archives, or retained for a specified period. This process is 
guided by retention schedules, which are formal policies that determine how long 
different types of records should be kept. 

Retention schedules are essential because they balance organisational needs, legal 
requirements, and resource management. For example, financial records may need to be 
retained for several years to comply with tax laws, while routine correspondence may be 
destroyed after a shorter period. Proper disposition ensures that records are not kept 
unnecessarily, reducing storage costs and risks. 

Fill in the blank: Retention schedules determine how long different types of records should 
be ______. 

Record Type Retention Period Final Action 

Financial Records 7 years 
Transfer to Archives (for audit and 
historical accountability) 

Routine 
Correspondence 

2 years 
Destroy (once administrative value is 
exhausted) 

Contracts 
Duration of contract 
+ 5 years 

Archive (to protect legal rights and 
document business relationships) 

Table 2.1 Sample retention schedule 

2.3.2 The records continuum model 
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The records continuum model is a modern approach that views records not as passing 
through separate stages but as existing in a continuous process. Unlike the life cycle 
model, which emphasises creation, use, and disposal as distinct phases, the continuum 
model integrates these functions, recognising that records can serve multiple purposes 
simultaneously. 

This model is particularly relevant in the digital age, where records may be created, used, 
and preserved all at once. For example, an email can be evidence of a transaction, a 
record for compliance, and an archival resource for future research. The continuum model 
highlights the interconnectedness of records management and archival practice. 

Fill in the blank: The records continuum model views records as existing in a continuous 
______ rather than separate stages. 
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Pilot questions 2.3 

1. What does records disposition refer to? a) The creation of records b) The final stage 
of the records life cycle c) The maintenance of records d) The retrieval of records 

2. Which tool guides how long records should be kept? a) Filing system b) Retention 
schedule c) Retrieval system d) Metadata 

3. What is the main difference between the life cycle and continuum models? a) The 
life cycle views records in separate stages, the continuum sees them as continuous 
b) The continuum destroys records faster than the life cycle c) The life cycle applies 
only to digital records d) The continuum applies only to paper records 
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4. Which of the following is an example of the continuum model in practice? a) An 
email serving as evidence, compliance record, and archival resource 
simultaneously b) A contract destroyed after signing c) A draft note discarded 
immediately d) A filing cabinet used for storage only 

5. Fill in the blank: The records continuum model views records as existing in a 
continuous ______ rather than separate stages. 

 

Series Summary 

This Series has guided you through the life cycle and continuum of records, showing how 
organisations manage information from its creation to its final disposition. We began by 
examining how records are created and captured, then moved on to their maintenance and 
use, focusing on storage, retrieval, and administrative applications. Finally, we explored 
records disposition, including retention schedules, and introduced the continuum model 
as a modern perspective that integrates creation, use, and preservation. 

By completing this Series, you should now be able to define records creation and capture 
methods, demonstrate how records are maintained and used, evaluate disposal practices 
and retention schedules, and analyse the continuum model. These outcomes directly align 
with SLOs 2.1 to 2.4, ensuring you have a comprehensive understanding of how records 
are managed across their entire existence. 

 

Glossary of Terms 

• Administrative use: The application of records for decision-making, accountability, 
and compliance. 

• Disposal: The final action taken on records, including destruction or transfer to 
archives. 

• Records capture: The act of securing records into a system where they can be 
managed and retrieved. 

• Records continuum model: A modern approach that views records as existing in a 
continuous process rather than separate stages. 

• Records creation: The process by which documents are generated in the course of 
organisational or individual activities. 

• Records disposition: The final stage of the records life cycle, where records are 
destroyed, retained, or archived. 

• Retention schedule: A formal policy that determines how long different types of 
records should be kept. 

• Retrieval system: A mechanism that allows users to locate and access records 
when required. 
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• Storage system: An organised method for keeping records safe and accessible, 
either physically or digitally. 

 

Concept Check Questions  

Objective questions 

1. Which of the following best describes records creation? (Linked to SLO 2.1) a) 
Generating documents as evidence of activities b) Storing documents in filing 
systems c) Destroying documents after use d) Preserving cultural artefacts 

2. Which tool guides how long records should be kept? (Linked to SLO 2.3) a) Filing 
system b) Retention schedule c) Retrieval system d) Metadata 

Short-answer questions 

3. Define records capture and explain why it is important. (Linked to SLO 2.1) 

4. Briefly describe the difference between administrative and operational use of 
records. (Linked to SLO 2.2) 

Long-answer questions 

5. Evaluate the importance of retention schedules in records disposition, giving 
examples of how they balance organisational and legal needs. (Linked to SLO 2.3) 

6. Analyse the records continuum model and explain how it differs from the life cycle 
model, particularly in the context of digital records. (Linked to SLO 2.4) 

 

Answers to Concept Check Questions  

Objective questions 

1. a) Generating documents as evidence of activities 

2. b) Retention schedule 

Short-answer questions 

3. Records capture is the act of securing records into a system where they can be 
managed and retrieved. It is important because it ensures reliability, accessibility, and 
compliance with legal requirements. 

4. Administrative use involves employing records for decision-making, accountability, 
and compliance, while operational use refers to applying records in day-to-day activities 
such as tracking progress or verifying contracts. 

Long-answer questions 
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5. Basic response: Retention schedules are important because they determine how 
long records should be kept, ensuring compliance with laws and reducing unnecessary 
storage. For example, financial records may be retained for seven years to meet tax 
requirements. Value-added response: Beyond compliance, retention schedules also 
support efficiency and risk management. They prevent organisations from keeping records 
longer than necessary, which reduces costs and protects sensitive information from 
misuse. 

6. Basic response: The continuum model differs from the life cycle model by viewing 
records as existing in a continuous process rather than separate stages. This is especially 
relevant for digital records that can be created, used, and preserved simultaneously. 
Value-added response: The continuum model integrates records management and 
archival practice, recognising that records serve multiple purposes at once. In digital 
contexts, this approach ensures that records remain authentic and accessible while 
adapting to technological changes. 

 

Answers to Pilot Questions  

Part 2.1: 1-a, 2-b, 3-d, 4-a, 5-reliable  

Part 2.2: 1-a, 2-b, 3-a, 4-d, 5-secure  

Part 2.3: 1-b, 2-b, 3-a, 4-a, 5-process 

 

References and Attributions  

• Figure 2.1 The process of records creation: AI prompt “Create a diagram showing 
records creation through organisational activities such as communication, 
decision-making, and transactions.” Suggested OER search string: “records 
creation process diagram OER”. 

• Box 2.1 Methods of capturing records: AI prompt “Generate a text box summarising 
methods of capturing records in physical and digital systems.” Suggested OER 
search string: “methods of capturing records OER”. 

• Figure 2.2 Storage and retrieval systems for records: AI prompt “Create a diagram 
comparing physical storage systems like filing cabinets with digital systems such as 
databases and cloud storage.” Suggested OER search string: “records storage and 
retrieval systems OER”. 

• Box 2.2 Examples of administrative and operational use of records: AI prompt 
“Generate a text box listing examples of administrative and operational uses of 
records.” Suggested OER search string: “administrative and operational use of 
records OER”. 
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• Table 2.1 Sample retention schedule for organisational records: AI prompt 
“Generate a table showing sample retention periods for financial records, 
correspondence, and contracts.” Suggested OER search string: “records retention 
schedule examples OER”. 

• Figure 2.3 The records continuum model: AI prompt “Create a diagram showing 
overlapping functions of records creation, use, and preservation to illustrate the 
continuum model.” Suggested OER search string: “records continuum model 
diagram OER”. 
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Series 3 Core Archival Processes and Practices 

Series outline 

• Part 3.1 Appraisal and Acquisition 

• Sub-Part 3.1.1 Principles of appraisal 

• Sub-Part 3.1.2 Methods of acquisition 

• Part 3.2 Arrangement and Description 

• Sub-Part 3.2.1 Principles of arrangement 

• Sub-Part 3.2.2 Techniques of description 

• Part 3.3 Reference Services and Access 

• Sub-Part 3.3.1 Providing reference services 

• Sub-Part 3.3.2 Ensuring access and user support 

 

Introduction 

Background Archives are not simply collections of records; they are carefully managed 
resources that require systematic processes to ensure their long-term value. The core 
archival processes of appraisal, acquisition, arrangement, description, and reference 
services form the backbone of archival administration. These processes determine what 
records are preserved, how they are organised, and how they are made accessible to 
users. 

Series aim The aim of this Series is to introduce you to the essential archival processes 
and practices, equipping you with the knowledge and skills to evaluate, organise, and 
provide access to records in a professional context. 
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Series synopsis We shall commence this Series by examining appraisal and acquisition, 
focusing on how archivists decide which records to preserve and the methods used to 
acquire them. Next, we will explore arrangement and description, considering how records 
are organised and documented to maintain their integrity and usability. Finally, we will 
conclude by analysing reference services and access, highlighting how archives serve 
users and ensure that records remain available for research, accountability, and cultural 
purposes. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 3.1 explain the principles of appraisal and evaluate methods of acquisition, 

• SLO 3.2 apply principles of arrangement and demonstrate techniques of 
description, 

• SLO 3.3 design effective reference services for archives, and 

• SLO 3.4 analyse strategies for ensuring access and supporting users of archival 
resources. 

 

3.1 Appraisal and Acquisition 

3.1.1 Principles of appraisal 

Appraisal is the process of determining which records have sufficient value to warrant 
long-term preservation as archives. Archivists evaluate records based on their 
administrative, legal, fiscal, and historical significance. The principle of appraisal ensures 
that archives remain manageable and meaningful, rather than being overwhelmed by 
unnecessary materials. 

Appraisal involves considering both the immediate usefulness of records and their 
potential future research value. For example, personnel files may be retained for legal 
reasons, while correspondence from key decision-makers may be preserved for historical 
insight. 

Fill in the blank: Appraisal is the process of determining which records have sufficient 
______ to warrant long-term preservation. 
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3.1.2 Methods of acquisition 

Acquisition refers to the process of obtaining records for archival custody. This may occur 
through transfer from government agencies, donation from individuals or organisations, or 
purchase in rare cases. Acquisition ensures that archives grow systematically and 
responsibly, reflecting the documentary heritage of a community or institution. 

Methods of acquisition must align with institutional policies and legal frameworks. For 
example, public archives often rely on mandatory transfers from government offices, while 
private archives may depend on voluntary donations. Clear agreements are essential to 
define ownership, access rights, and responsibilities. 
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Fill in the blank: Acquisition refers to the process of obtaining records for archival ______. 

 

 

Pilot questions 3.1 

1. What is the main purpose of appraisal in archives? a) To destroy records b) To 
determine which records have long-term value c) To create new records d) To store 
records temporarily 

2. Which of the following is NOT a criterion for appraisal? a) Administrative value b) 
Fiscal value c) Historical value d) Entertainment value 
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3. Acquisition refers to: a) The destruction of records b) The process of obtaining 
records for archival custody c) The arrangement of records d) The description of 
records 

4. Which method of acquisition is common in public archives? a) Donation b) 
Purchase c) Mandatory transfer from government offices d) Legal deposit 

5. Fill in the blank: Acquisition refers to the process of obtaining records for archival 
______. 

 

3.2 Arrangement and Description 

3.2.1 Principles of arrangement 

Arrangement refers to the process of organising records within an archive to preserve their 
context and make them accessible. The principle of provenance guides arrangement by 
ensuring records are grouped according to their origin, while original order requires that 
records remain in the sequence in which they were created or maintained. These 
principles safeguard the authenticity and integrity of records. 

Effective arrangement allows users to understand the relationships between records and 
the activities that produced them. For example, keeping correspondence files in their 
original order helps researchers trace the sequence of communication and decision-
making. 

Fill in the blank: The principle of ______ requires that records remain in the sequence in 
which they were created or maintained. 
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3.2.2 Techniques of description 

Description is the process of creating tools that explain the content, structure, and 
context of archival materials. These tools include catalogues, inventories, and finding aids. 
Description ensures that users can locate and interpret records effectively. 

Techniques of description involve summarising the scope of collections, identifying key 
subjects, and providing metadata such as dates, creators, and formats. Good description 
balances detail with clarity, avoiding unnecessary complexity while ensuring accuracy. 

Fill in the blank: Description ensures that users can ______ and interpret records 
effectively. 
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Pilot questions 3.2 

1. What is the main purpose of arrangement in archives? a) To destroy records b) To 
organise records while preserving their context c) To create new records d) To 
digitise records only 

2. Which principle requires records to remain in their original sequence? a) 
Provenance b) Original order c) Accountability d) Transparency 

3. Description in archives refers to: a) Creating tools that explain the content, 
structure, and context of records b) Destroying records after use c) Filing records in 
cabinets d) Purchasing rare collections 
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4. Which of the following is NOT a technique of description? a) Catalogues b) 
Inventories c) Finding aids d) Entertainment guides 

5. Fill in the blank: Description ensures that users can ______ and interpret records 
effectively. 

 

3.3 Reference Services and Access 

3.3.1 Providing reference services 

Reference services in archives involve assisting users to locate and use records 
effectively. Archivists act as intermediaries between the collections and the users, guiding 
them to appropriate finding aids, catalogues, or databases. Reference services may be 
provided in person, through correspondence, or via digital platforms. 

The quality of reference services depends on the archivist’s knowledge of the collections 
and their ability to interpret user needs. For example, a researcher seeking government 
policy documents may be directed to specific series of records, while a student studying 
cultural heritage may be guided to personal papers or photographs. 

Fill in the blank: Reference services involve assisting users to ______ and use records 
effectively. 
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3.3.2 Ensuring access and user support 

Access refers to the ability of users to consult and use archival materials. Ensuring access 
requires balancing openness with restrictions such as privacy, confidentiality, and 
security. Archivists must establish clear policies that define who can use records, under 
what conditions, and through which channels. 

User support complements access by providing guidance, training, and tools to help 
users navigate collections. This may include workshops, online tutorials, or explanatory 
notes in finding aids. Effective access and support ensure that archives fulfil their role as 
resources for accountability, research, and cultural preservation. 
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Fill in the blank: Ensuring access requires balancing openness with restrictions such as 
______, confidentiality, and security. 

 

 

 

Pilot questions 3.3 

1. What is the main purpose of reference services in archives? a) To destroy records b) 
To assist users in locating and using records c) To create new records d) To digitise 
records only 
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2. Which factor is essential for effective reference services? a) Archivist’s knowledge 
of collections and user needs b) Destroying unnecessary records c) Purchasing rare 
collections d) Filing records in cabinets 

3. Access in archives refers to: a) The ability of users to consult and use archival 
materials b) The destruction of records after use c) The arrangement of records d) 
The acquisition of records 

4. Which of the following is NOT a strategy for ensuring access and user support? a) 
Establishing clear access policies b) Providing workshops and tutorials c) Offering 
explanatory notes in finding aids d) Ignoring user needs 

5. Fill in the blank: Ensuring access requires balancing openness with restrictions 
such as ______, confidentiality, and security. 

 

Series Summary 

This Series has introduced you to the core archival processes and practices that underpin 
professional archival administration. We began with appraisal and acquisition, examining 
how archivists determine which records have long-term value and the methods by which 
they are obtained. We then explored arrangement and description, focusing on the 
principles of provenance and original order, and the tools used to make records 
accessible. Finally, we considered reference services and access, highlighting how 
archives serve users by providing guidance, policies, and support. 

By completing this Series, you should now be able to explain appraisal principles and 
evaluate acquisition methods, apply arrangement and description techniques, design 
effective reference services, and analyse strategies for ensuring access. These outcomes 
align with SLOs 3.1 to 3.4, equipping you with practical and theoretical skills essential for 
archival practice. 

 

Glossary of Terms 

• Acquisition: The process of obtaining records for archival custody, through 
transfer, donation, purchase, or legal deposit. 

• Appraisal: The process of determining which records have sufficient value to 
warrant long-term preservation. 

• Arrangement: The organisation of records within an archive to preserve their 
context and make them accessible. 

• Description: The creation of tools such as catalogues, inventories, and finding aids 
to explain the content, structure, and context of records. 

• Finding aid: A guide that helps users locate and interpret archival materials. 
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• Original order: The principle of maintaining records in the sequence in which they 
were created or maintained. 

• Provenance: The principle of grouping records according to their origin. 

• Reference services: Assistance provided by archivists to help users locate and use 
records effectively. 

• User support: Guidance, training, and tools provided to help users navigate 
archival collections. 

 

Concept Check Questions 

Objective questions 

1. Which principle requires records to remain in their original sequence? (Linked to 
SLO 3.2) a) Provenance b) Original order c) Accountability d) Transparency 

2. Acquisition refers to: (Linked to SLO 3.1) a) Destroying records b) Obtaining records 
for archival custody c) Arranging records d) Describing records 

Short-answer questions 

3. Define appraisal and explain why it is important in archives. (Linked to SLO 3.1) 

4. Briefly describe the difference between arrangement and description. (Linked to 
SLO 3.2) 

Long-answer questions 

5. Analyse the role of reference services in archives, giving examples of how archivists 
assist users. (Linked to SLO 3.3) 

6. Evaluate strategies for ensuring access and user support, considering both 
openness and restrictions. (Linked to SLO 3.4) 

 

Answers to Concept Check Questions  

Objective questions 

1. b) Original order 

2. b) Obtaining records for archival custody 

Short-answer questions 

3. Appraisal is the process of determining which records have sufficient value to 
warrant long-term preservation. It is important because it ensures archives remain 
manageable and meaningful, preserving records with administrative, legal, fiscal, or 
historical significance. 
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4. Arrangement organises records to preserve their context, guided by provenance and 
original order, while description creates tools such as catalogues and finding aids to 
explain and provide access to records. 

Long-answer questions 

5. Basic response: Reference services help users locate and use records effectively, 
often through finding aids, catalogues, or direct guidance from archivists. Value-added 
response: Beyond locating records, reference services interpret user needs, provide digital 
access, and support diverse research goals, ensuring archives remain relevant and 
accessible in modern contexts. 

6. Basic response: Strategies for ensuring access include clear policies, explanatory 
notes, and workshops to guide users. Archivists must balance openness with restrictions 
such as privacy and confidentiality. Value-added response: Effective access strategies 
also involve using digital platforms to expand reach, integrating user training, and adapting 
policies to evolving legal and technological contexts, thereby enhancing accountability 
and cultural preservation. 

 

Answers to Pilot Questions  

Part 3.1: 1-b, 2-d, 3-b, 4-c, 5-custody  

Part 3.2: 1-b, 2-b, 3-a, 4-d, 5-locate  

Part 3.3: 1-b, 2-a, 3-a, 4-d, 5-privacy 

 

References and Attributions  

• Figure 3.1 The appraisal process in archives: AI prompt “Create a diagram showing 
appraisal criteria for records: administrative, legal, fiscal, and historical value.” 
Suggested OER search string: “archival appraisal process diagram OER”. 

• Box 3.1 Methods of acquisition: AI prompt “Generate a text box listing methods of 
acquiring records for archives.” Suggested OER search string: “archival acquisition 
methods OER”. 

• Figure 3.2 Principles of arrangement in archives: AI prompt “Create a diagram 
showing arrangement principles: provenance (grouping by origin) and original order 
(sequence of creation).” Suggested OER search string: “archival arrangement 
principles diagram OER”. 

• Box 3.2 Techniques of archival description: AI prompt “Generate a text box listing 
techniques of archival description such as catalogues, inventories, finding aids, and 
metadata.” Suggested OER search string: “archival description techniques OER”. 

• Figure 3.3 Providing reference services in archives: AI prompt “Create a diagram 
showing archivists connecting users to archival collections through finding aids and 
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catalogues.” Suggested OER search string: “archival reference services diagram 
OER”. 

• Box 3.3 Strategies for ensuring access and user support: AI prompt “Generate a text 
box listing strategies for ensuring access and user support in archives.” Suggested 
OER search string: “archival access and user support OER”. 

 

 

LIS416 Archives Administration & Records Management (2 Units) 

 

Series 4 Preservation, Access, and Outreach in Archives 

Series outline 

• Part 4.1 Preservation of Archival Materials 

• Sub-Part 4.1.1 Principles of preservation 

• Sub-Part 4.1.2 Techniques for physical and digital preservation 

• Part 4.2 Access to Archival Resources 

• Sub-Part 4.2.1 Policies and restrictions on access 

• Sub-Part 4.2.2 Tools and systems for facilitating access 

• Part 4.3 Outreach and Public Engagement 

• Sub-Part 4.3.1 Exhibitions and educational programmes 

• Sub-Part 4.3.2 Community engagement and advocacy 

 

Introduction 

Background Archives are valuable only when they are preserved and made accessible to 
those who need them. Preservation ensures that records remain intact over time, while 
access policies and systems guarantee that users can consult them responsibly. Beyond 
preservation and access, outreach activities help archives connect with communities, 
promote awareness, and highlight their relevance to society. 

Series aim The aim of this Series is to equip you with knowledge of preservation 
techniques, access strategies, and outreach practices that ensure archives remain usable, 
relevant, and valued by both institutions and the public. 

Series synopsis We shall commence this Series by examining the principles and 
techniques of preservation, focusing on both physical and digital records. Next, we will 
explore access to archival resources, considering policies, restrictions, and tools that 
facilitate responsible use. Finally, we will conclude by analysing outreach and public 
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engagement, highlighting how exhibitions, educational programmes, and community 
initiatives strengthen the role of archives in society. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 4.1 explain the principles of preservation and apply techniques for 
safeguarding archival materials, 

• SLO 4.2 evaluate policies and tools that facilitate access to archival resources, 

• SLO 4.3 design outreach strategies such as exhibitions and educational 
programmes, and 

• SLO 4.4 analyse the role of community engagement and advocacy in promoting 
archives. 

 

4.1 Preservation of Archival Materials 

4.1.1 Principles of preservation 

Preservation refers to the measures taken to protect archival materials from damage, 
deterioration, or loss. The principles of preservation emphasise maintaining the 
authenticity, integrity, and usability of records over time. This involves both preventive 
care, such as controlling environmental conditions, and active interventions, such as 
repairing damaged documents. 

Preservation is guided by the principle of minimal intervention, meaning that archivists 
should avoid altering records unnecessarily. Instead, they focus on stabilising materials to 
ensure they remain accessible for future generations. 

Fill in the blank: Preservation aims to maintain the authenticity, integrity, and ______ of 
records over time. 
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4.1.2 Techniques for physical and digital preservation 

Preservation techniques vary depending on whether records are physical or digital. 

• Physical preservation includes controlling temperature and humidity, using acid-
free storage materials, and repairing damaged documents. For example, 
photographs may be stored in protective sleeves, while fragile manuscripts may be 
housed in climate-controlled environments. 
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• Digital preservation involves ensuring that electronic records remain accessible 
despite technological changes. Techniques include migrating files to new formats, 
maintaining backups, and using trusted digital repositories. 

Both physical and digital preservation require ongoing monitoring and adaptation to new 
challenges. Archivists must balance resource constraints with the need to safeguard 
materials effectively. 

Fill in the blank: Digital preservation techniques include migrating files to new formats and 
maintaining ______. 

 

 

Pilot questions 4.1 

1. What is the main aim of preservation in archives? a) To destroy records b) To 
maintain authenticity, integrity, and usability c) To create new records d) To digitise 
records only 

2. Which principle guides archivists to avoid unnecessary alterations during 
preservation? a) Provenance b) Minimal intervention c) Original order d) 
Transparency 

3. Which of the following is a technique of physical preservation? a) File migration b) 
Climate control c) Metadata management d) Backups 

4. Which of the following is a technique of digital preservation? a) Acid-free storage b) 
Protective sleeves c) File migration d) Document repair 
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5. Fill in the blank: Digital preservation techniques include migrating files to new 
formats and maintaining ______. 

4.2 Access to Archival Resources 

4.2.1 Policies and restrictions on access 

Access policies define the conditions under which users can consult archival materials. 
These policies balance openness with necessary restrictions such as privacy, 
confidentiality, and security. For example, personnel files may be restricted to protect 
individual privacy, while government records may be closed for a set period before being 
released to the public. 

Restrictions are often guided by legislation, institutional rules, or donor agreements. 
Archivists must ensure that policies are transparent and consistently applied, so users 
understand what is available and why certain materials are restricted. 

Fill in the blank: Access policies balance openness with restrictions such as privacy, 
confidentiality, and ______. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

 

 

4.2.2 Tools and systems for facilitating access 

Access is supported by tools and systems that help users locate and consult records. 
These include catalogues, finding aids, databases, and digital platforms. Modern archives 
increasingly rely on online portals that allow users to search collections remotely. 

Effective access systems combine clear organisation with user-friendly interfaces. 
Metadata plays a crucial role by providing information about records such as dates, 
creators, and subjects. Without these tools, archives may be preserved but remain 
inaccessible to users. 
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Fill in the blank: Metadata provides information about records such as dates, creators, and 
______. 

 

 

 

Pilot questions 4.2 

1. What is the main purpose of access policies in archives? a) To destroy records b) To 
define conditions for consulting materials c) To create new records d) To digitise 
records only 
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2. Which of the following is a common restriction on access? a) Entertainment value 
b) Confidentiality c) Colour coding d) Filing systems 

3. Which tool helps users locate and consult records? a) Catalogues b) Destruction 
schedules c) Climate control d) Protective sleeves 

4. Why is metadata important in access systems? a) It provides information about 
records such as dates, creators, and subjects b) It destroys unnecessary records c) 
It repairs damaged documents d) It replaces catalogues 

5. Fill in the blank: Access policies balance openness with restrictions such as 
privacy, confidentiality, and ______. 

 

4.3 Outreach and Public Engagement 

4.3.1 Exhibitions and educational programmes 

Outreach in archives involves actively promoting collections and services to wider 
audiences. Exhibitions are a common outreach tool, allowing archives to showcase 
selected materials in ways that highlight their historical, cultural, or social significance. 
These may be physical displays in reading rooms or museums, or digital exhibitions 
accessible online. 

Educational programmes are another vital outreach activity. Archivists collaborate with 
schools, universities, and community groups to design workshops, lectures, and learning 
resources that introduce people to archival materials and their importance. Such 
programmes help foster appreciation of archives and encourage future use. 

Fill in the blank: Exhibitions and educational programmes highlight the historical, cultural, 
or ______ significance of archival materials. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

 

 

4.3.2 Community engagement and advocacy 

Community engagement ensures that archives remain relevant to the societies they 
serve. This may involve inviting community members to contribute oral histories, 
participate in collaborative projects, or attend public events. Engagement strengthens the 
bond between archives and their users, making collections more inclusive and 
representative. 

Advocacy complements engagement by promoting the value of archives to policymakers, 
funders, and the public. Archivists advocate for resources, legislation, and recognition that 
support archival work. Effective advocacy demonstrates how archives contribute to 
accountability, cultural identity, and historical memory. 

Fill in the blank: Advocacy promotes the value of archives to policymakers, funders, and 
the ______. 
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Pilot questions 4.3 

1. What is the main purpose of exhibitions in archives? a) To destroy records b) To 
showcase materials and highlight their significance c) To digitise records only d) To 
restrict access 

2. Educational programmes in archives aim to: a) Create new records b) Introduce 
people to archival materials and their importance c) Destroy unnecessary records 
d) Replace catalogues 

3. Community engagement in archives involves: a) Inviting community members to 
contribute and participate b) Restricting access to records c) Purchasing rare 
collections d) Filing records in cabinets 

4. Advocacy in archives promotes: a) The destruction of records b) The value of 
archives to policymakers, funders, and the public c) The digitisation of records only 
d) Entertainment guides 

5. Fill in the blank: Advocacy promotes the value of archives to policymakers, funders, 
and the ______. 

 

Series Summary 

This Series has explored how archives are preserved, accessed, and promoted to ensure 
their long-term relevance and usability. We began with the principles and techniques of 
preservation, covering both physical and digital strategies. We then examined access to 
archival resources, focusing on policies, restrictions, and the tools that facilitate 
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responsible consultation. Finally, we considered outreach and public engagement, 
highlighting exhibitions, educational programmes, community involvement, and advocacy 
as ways to connect archives with society. 

By completing this Series, you should now be able to explain preservation principles and 
techniques, evaluate access policies and tools, design outreach strategies, and analyse 
the role of community engagement and advocacy. These outcomes align with SLOs 4.1 to 
4.4, ensuring you can safeguard archives while making them meaningful and accessible to 
diverse audiences. 

 

Glossary of Terms 

• Access policies: Rules that define the conditions under which users can consult 
archival materials. 

• Advocacy: Promoting the value of archives to policymakers, funders, and the 
public. 

• Community engagement: Involving communities in archival activities such as oral 
histories, collaborative projects, and public events. 

• Digital preservation: Techniques that ensure electronic records remain accessible 
despite technological changes. 

• Educational programmes: Outreach initiatives designed to introduce people to 
archival materials and their importance. 

• Exhibitions: Displays of archival materials that highlight their historical, cultural, or 
social significance. 

• Metadata: Information about records such as dates, creators, and subjects, used 
to support organisation and retrieval. 

• Minimal intervention: A preservation principle that avoids unnecessary alterations 
to records. 

• Preservation: Measures taken to protect archival materials from damage, 
deterioration, or loss. 

• User support: Guidance, training, and tools provided to help users navigate 
archival collections. 

 

Concept Check Questions  

Objective questions 

1. Which principle guides archivists to avoid unnecessary alterations during 
preservation? (Linked to SLO 4.1) a) Provenance b) Minimal intervention c) Original 
order d) Transparency 
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2. Which tool helps users locate and consult records? (Linked to SLO 4.2) a) 
Catalogues b) Climate control c) Protective sleeves d) Destruction schedules 

Short-answer questions 

3. Define digital preservation and explain why it is important. (Linked to SLO 4.1) 

4. Briefly describe the role of exhibitions in archival outreach. (Linked to SLO 4.3) 

Long-answer questions 

5. Evaluate the importance of access policies in archives, giving examples of how they 
balance openness with restrictions. (Linked to SLO 4.2) 

6. Analyse how community engagement and advocacy strengthen the role of archives 
in society. (Linked to SLO 4.4) 

 

Answers to Concept Check Questions  

Objective questions 

1. b) Minimal intervention 

2. a) Catalogues 

Short-answer questions 

3. Digital preservation ensures electronic records remain accessible despite 
technological changes. It is important because it prevents loss of information due to 
obsolete formats or systems. 

4. Exhibitions showcase archival materials to highlight their historical, cultural, or 
social significance, helping to raise awareness and encourage public interest in archives. 

Long-answer questions 

5. Basic response: Access policies are important because they define conditions for 
consulting materials, balancing openness with restrictions such as privacy and 
confidentiality. For example, personnel files may be restricted to protect individuals. 
Value-added response: Beyond restrictions, access policies also promote transparency 
and accountability. They ensure fair use of records, protect sensitive information, and 
adapt to legal frameworks, thereby supporting both research and governance. 

6. Basic response: Community engagement and advocacy strengthen archives by 
involving communities in projects and promoting their value to policymakers and the 
public. Value-added response: These strategies make archives more inclusive and 
representative, while advocacy secures resources and recognition. Together, they 
enhance cultural identity, accountability, and historical memory, ensuring archives remain 
vital societal institutions. 
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Answers to Pilot Questions  

Part 4.1: 1-b, 2-b, 3-b, 4-c, 5-backups  

Part 4.2: 1-b, 2-b, 3-a, 4-a, 5-security  

Part 4.3: 1-b, 2-b, 3-a, 4-b, 5-public 

 

References and Attributions  

• Figure 4.1 Principles of preservation in archives: AI prompt “Create a diagram 
showing preservation principles: authenticity, integrity, usability, and minimal 
intervention.” Suggested OER search string: “archival preservation principles 
diagram OER”. 

• Box 4.1 Techniques for physical and digital preservation: AI prompt “Generate a text 
box listing techniques for physical and digital preservation of archival materials.” 
Suggested OER search string: “archival preservation techniques OER”. 

• Figure 4.2 Balancing openness and restrictions in access policies: AI prompt 
“Create a diagram showing open access on one side and restricted access (privacy, 
confidentiality, security) on the other.” Suggested OER search string: “archival 
access policies diagram OER”. 

• Box 4.2 Tools and systems for facilitating access: AI prompt “Generate a text box 
listing tools and systems that facilitate access to archival resources.” Suggested 
OER search string: “archival access tools OER”. 

• Figure 4.3 Outreach activities in archives: AI prompt “Create a diagram showing 
outreach activities such as exhibitions, workshops, lectures, and digital 
programmes.” Suggested OER search string: “archival outreach exhibitions 
educational programmes OER”. 

• Box 4.3 Strategies for community engagement and advocacy: AI prompt “Generate 
a text box listing strategies for community engagement and advocacy in archives.” 
Suggested OER search string: “archival community engagement advocacy OER”. 
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LIS416 Archives Administration & Records Management (2 Units) 

 

Series 5 Electronic Resources and Modern Archival Challenges 

Series outline 

• Part 5.1 Digital Records and Electronic Archives 

• Sub-Part 5.1.1 Characteristics of digital records 

• Sub-Part 5.1.2 Managing electronic archives 

• Part 5.2 Technological Tools and Innovations 

• Sub-Part 5.2.1 Records management software and systems 

• Sub-Part 5.2.2 Emerging technologies in archival practice 

• Part 5.3 Modern Challenges in Archival Work 

• Sub-Part 5.3.1 Issues of authenticity, security, and privacy 

• Sub-Part 5.3.2 Sustainability and resource constraints 

 

Introduction 

Background The digital age has transformed the way records are created, stored, and 
accessed. Electronic resources now dominate organisational information systems, and 
archives must adapt to new formats, technologies, and expectations. While these 
innovations offer opportunities for efficiency and wider access, they also present 
challenges such as ensuring authenticity, safeguarding privacy, and managing limited 
resources. 

Series aim The aim of this Series is to examine the role of electronic resources in archives, 
explore technological tools and innovations, and analyse the modern challenges facing 
archival practice. 

Series synopsis We shall commence this Series by exploring digital records and electronic 
archives, focusing on their characteristics and management. Next, we will consider 
technological tools and innovations, including records management systems and 
emerging technologies. Finally, we will conclude by analysing modern challenges such as 
authenticity, security, privacy, and sustainability, highlighting how archivists can respond 
to these issues. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 5.1 define digital records and explain how electronic archives are managed, 
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• SLO 5.2 evaluate technological tools and innovations in archival practice, 

• SLO 5.3 analyse modern challenges such as authenticity, security, and privacy, and 

• SLO 5.4 assess strategies for sustainability and resource management in archives. 

 

5.1 Digital Records and Electronic Archives 

5.1.1 Characteristics of digital records 

Digital records are documents created, stored, and managed in electronic formats. Unlike 
physical records, they are dependent on technology for access and preservation. Key 
characteristics include: 

• Format dependency: Digital records rely on specific software or hardware to be 
accessed. 

• Fragility: They are vulnerable to technological obsolescence, corruption, or 
accidental deletion. 

• Replicability: Digital records can be copied and shared easily, raising issues of 
authenticity. 

• Metadata reliance: Metadata provides essential information about digital records, 
such as creation date, author, and file type. 

Fill in the blank: Digital records are vulnerable to technological ______, corruption, or 
accidental deletion. 
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5.1.2 Managing electronic archives 

Electronic archives are repositories designed to preserve and provide access to digital 
records. Managing them requires specialised strategies to ensure long-term usability and 
authenticity. 

Key management practices include: 

• Migration: Transferring records to newer formats or systems to avoid 
obsolescence. 

• Emulation: Recreating old software environments to access outdated formats. 

• Backups: Regularly storing copies of records in multiple locations. 

• Trusted repositories: Using certified digital storage systems that guarantee 
integrity and security. 

Effective management of electronic archives also involves policies for access, privacy, and 
compliance with legal frameworks. 

Fill in the blank: Managing electronic archives requires strategies such as migration, 
emulation, backups, and trusted ______. 

 

 

Pilot questions 5.1 

1. Which of the following is a characteristic of digital records? a) They are independent 
of technology b) They are vulnerable to obsolescence and corruption c) They cannot 
be copied d) They do not require metadata 
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2. Why is metadata important for digital records? a) It destroys unnecessary files b) It 
provides information such as creation date and author c) It repairs corrupted files d) 
It replaces backups 

3. Which of the following is NOT a strategy for managing electronic archives? a) 
Migration b) Emulation c) Backups d) Ignoring obsolescence 

4. What is the purpose of trusted repositories in electronic archives? a) To guarantee 
integrity and security of records b) To destroy outdated records c) To replace 
metadata d) To digitise physical records 

5. Fill in the blank: Managing electronic archives requires strategies such as migration, 
emulation, backups, and trusted ______. 

 

5.2 Technological Tools and Innovations 

5.2.1 Records management software and systems 

Modern archives rely heavily on records management software (RMS) to organise, store, 
and retrieve information efficiently. These systems automate many archival functions, 
such as classification, indexing, and access control. 

Key features of RMS include: 

• Automated classification: Assigning categories to records based on content or 
metadata. 

• Access control: Restricting or granting permissions to users. 

• Audit trails: Tracking who accessed or modified records. 

• Integration: Linking with other organisational systems such as email or enterprise 
databases. 

Fill in the blank: Records management software often includes audit trails to track who 
______ or modified records. 
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5.2.2 Emerging technologies in archival practice 

Emerging technologies are reshaping archival work by offering new ways to preserve and 
provide access to records. Examples include: 

• Artificial intelligence (AI): Automating metadata creation, improving search 
capabilities, and detecting anomalies. 

• Blockchain: Ensuring authenticity and integrity of records through secure, tamper-
proof ledgers. 

• Cloud storage: Providing scalable and flexible storage solutions accessible from 
anywhere. 

• Data visualisation tools: Helping users interpret complex archival datasets. 

These innovations enhance efficiency but also raise questions about sustainability, 
privacy, and long-term reliability. Archivists must critically evaluate which technologies 
align with their institutional goals. 

Fill in the blank: Blockchain technology helps ensure the ______ and integrity of records 
through secure ledgers. 
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Pilot questions 5.2 

1. Which feature of records management software tracks who accessed or modified 
records? a) Classification b) Audit trails c) Integration d) Cloud storage 

2. What is the main purpose of access control in RMS? a) To destroy records b) To 
restrict or grant permissions to users c) To digitise records only d) To create new 
records 

3. Which emerging technology ensures authenticity and integrity of records through 
secure ledgers? a) Artificial intelligence b) Blockchain c) Cloud storage d) Data 
visualisation 

4. Which technology is used to automate metadata creation and improve search 
capabilities? a) Blockchain b) Artificial intelligence c) Cloud storage d) Filing 
cabinets 

5. Fill in the blank: Blockchain technology helps ensure the ______ and integrity of 
records through secure ledgers. 

 

5.3 Modern Challenges in Archival Work 

5.3.1 Issues of authenticity, security, and privacy 

Modern archives face significant challenges in ensuring the authenticity of digital records. 
Because electronic files can be easily copied or altered, archivists must implement 
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measures such as digital signatures, audit trails, and blockchain technologies to verify 
integrity. 

Security is another pressing issue. Archives must protect records from cyber threats, 
hacking, and accidental breaches. Strong encryption, access controls, and monitoring 
systems are essential to safeguard sensitive information. 

Privacy concerns arise when archives contain personal or confidential data. Archivists 
must balance the need for openness with legal and ethical obligations to protect 
individuals. 

Fill in the blank: Digital signatures and audit trails help ensure the ______ of electronic 
records. 

 

 

5.3.2 Sustainability and resource constraints 

Archives also struggle with sustainability and limited resources. Digital preservation 
requires ongoing investment in technology, staff training, and infrastructure. Many 
institutions face budget constraints that make it difficult to maintain long-term strategies. 

Resource challenges include: 

• Financial limitations: Insufficient funding for advanced systems. 

• Technical expertise: Lack of skilled staff to manage complex digital archives. 

• Infrastructure gaps: Inadequate storage facilities or outdated technology. 
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Sustainability strategies may involve collaboration between institutions, use of shared 
repositories, and prioritisation of essential collections. Archivists must balance ambition 
with practicality to ensure archives remain viable. 

Fill in the blank: Sustainability strategies may involve collaboration, shared repositories, 
and prioritisation of ______ collections. 

 

 

Pilot questions 5.3 

1. Why is authenticity a challenge in digital archives? a) Because digital records can be 
easily copied or altered b) Because physical records deteriorate c) Because 
metadata is unnecessary d) Because archives lack catalogues 

2. Which of the following helps protect archives from cyber threats? a) Encryption and 
access controls b) Filing cabinets c) Acid-free paper d) Document repair 

3. Privacy concerns in archives arise when: a) Archives contain personal or 
confidential data b) Records are digitised c) Catalogues are created d) Metadata is 
added 

4. Which of the following is NOT a resource challenge in modern archival work? a) 
Financial limitations b) Lack of technical expertise c) Infrastructure gaps d) 
Excessive funding 

5. Fill in the blank: Sustainability strategies may involve collaboration, shared 
repositories, and prioritisation of ______ collections. 
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Series Summary 

This Series has examined the impact of electronic resources and modern challenges on 
archival practice. We began with digital records and electronic archives, identifying their 
characteristics and management strategies. We then explored technological tools and 
innovations, including records management software and emerging technologies such as 
AI, blockchain, and cloud storage. Finally, we analysed modern challenges, focusing on 
authenticity, security, privacy, sustainability, and resource constraints. 

By completing this Series, you should now be able to define digital records, evaluate 
technological tools, analyse modern challenges, and assess strategies for sustainability. 
These outcomes align with SLOs 5.1 to 5.4, preparing you to navigate the complexities of 
archival work in the digital age. 

 

Glossary of Terms 

• Audit trail: A record of who accessed or modified digital records. 

• Blockchain: A secure, tamper-proof ledger used to ensure authenticity and integrity 
of records. 

• Digital records: Documents created, stored, and managed in electronic formats. 

• Electronic archives: Repositories designed to preserve and provide access to 
digital records. 

• Emulation: Recreating old software environments to access outdated formats. 

• Metadata: Information about digital records such as creation date, author, and file 
type. 

• Migration: Transferring records to newer formats or systems to avoid 
obsolescence. 

• Records management software (RMS): Systems that automate classification, 
indexing, and access control for records. 

• Sustainability: Strategies to ensure archives remain viable despite resource 
constraints. 

• Trusted repository: Certified digital storage system guaranteeing integrity and 
security. 

 

Concept Check Questions 
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Objective questions 

1. Which of the following is a characteristic of digital records? (Linked to SLO 5.1) a) 
Independence from technology b) Vulnerability to obsolescence and corruption c) 
Inability to be copied d) Lack of metadata 

2. Which emerging technology ensures authenticity and integrity of records through 
secure ledgers? (Linked to SLO 5.2) a) Artificial intelligence b) Blockchain c) Cloud 
storage d) Data visualisation 

Short-answer questions 

3. Define electronic archives and explain why they require specialised management. 
(Linked to SLO 5.1) 

4. Briefly describe how artificial intelligence is used in archival practice. (Linked to 
SLO 5.2) 

Long-answer questions 

5. Analyse the challenges of authenticity, security, and privacy in digital archives, 
giving examples of measures to address them. (Linked to SLO 5.3) 

6. Evaluate sustainability strategies for archives facing resource constraints, 
considering collaboration and prioritisation. (Linked to SLO 5.4) 

 

Answers to Concept Check Questions  

Objective questions 

1. b) Vulnerability to obsolescence and corruption 

2. b) Blockchain 

Short-answer questions 

3. Electronic archives are repositories designed to preserve and provide access to 
digital records. They require specialised management because digital records are fragile, 
format-dependent, and vulnerable to technological obsolescence. 

4. Artificial intelligence is used to automate metadata creation, improve search 
capabilities, and detect anomalies in archival collections. 

Long-answer questions 

5. Basic response: Authenticity is challenged because digital records can be easily 
copied or altered. Security issues include cyber threats, while privacy concerns arise with 
personal data. Measures such as digital signatures, encryption, and access controls help 
address these challenges. Value-added response: Beyond technical measures, archives 
must also establish clear policies, train staff, and adopt technologies like blockchain to 
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ensure integrity. Privacy frameworks and compliance with legislation further strengthen 
trust in digital archives. 

6. Basic response: Sustainability strategies include collaboration between 
institutions, shared repositories, and prioritisation of essential collections. Value-added 
response: Effective sustainability also involves securing funding, investing in staff 
expertise, and adopting scalable technologies like cloud storage. By balancing ambition 
with practicality, archives can remain viable despite resource constraints. 

 

Answers to Pilot Questions  

Part 5.1: 1-b, 2-b, 3-d, 4-a, 5-repositories  

Part 5.2: 1-b, 2-b, 3-b, 4-b, 5-authenticity  

Part 5.3: 1-a, 2-a, 3-a, 4-d, 5-essential 
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