
LIS581: Archives and Records Management 
Department of Library and Information Science 

Indiana University School of Informatics and Computing 

Indianapolis 

Spring 2023 

Section No.:   26675 
Credit Hours:   3 
Instructor:   Lydia Spotts  
Email:    lcspotts@iupui.edu (please use Canvas mail for course matters)  
Prerequisites:   LIS S500 (& S507 for revised specialization checklists) 
Instruction mode:  This course is offered online only 

Course Description 
Introduces basic theories, methods, and significant problems in archives and records management. The 
course also discusses how archivists are responding to the challenge of managing and preserving 
electronic records. 

Required and Recommended Readings 
This is a zero-cost text course. All readings are either open access, or provided to you through IUPUI 
University Library database subscriptions and books. Readings are a mixture of book chapters, academic 
articles, professional blog articles, white papers and reports, and other web pages.  

All readings are listed under the module for the week they are assigned.  

Required Software 
We will be using a participatory reading program called Perusall (perusall.com/) It is no-cost, and all 
your readings will be provided in this platform. It is accessible through any web browser. It works on a 
phone/tablet browser.  

You will need to compose and submit papers using a word processor of your choice, such as Microsoft 
Word or Google Docs. I also highly recommend using Zotero or another citation management software 
when writing papers. Zotero is a free and open source software, supported by IUPUI University Library. 
Zotero Libguide (iupui.libguides.com/zotero)   

There is a bonus point opportunity that requires making a video of yourself presenting, I recommend 
Zoom and Kaltura to make a local recording on your computer. Zoom and Kaltura are free to all IU 
students. Access and share Zoom recordings in Kaltura (kb.iu.edu/d/aoxi)  

You have three sources for software: IUware, IUanyWare, Office 365 

• IUware (iuware.iu.edu/) allows students, faculty, and staff to download software at no charge. 
See: What is IUware? (kb.iu.edu/d/agze)  

• IUanyWare (uits.iu.edu/iuanyware) uses a web browser or mobile app to run certain IU-
licensed software applications without your needing to install them on your device. See What is 

https://perusall.com/
https://iupui.libguides.com/zotero
https://kb.iu.edu/d/aoxi
https://iuware.iu.edu/
https://uits.iu.edu/iuanyware


IUanyWare (kb.iu.edu/d/bbbr) (Note: You will be asked to download and install Citrix Receiver 
the first time you use the full service.) 

• Office 365 (uits.iu.edu/office365) is a subscription-based service free to all IU currently enrolled 
students that provides multiple options for accessing the newest versions of Microsoft Office. 
See About Microsoft Office 365 at IU (kb.iu.edu/d/bexq) 

For more details, see How to get university-licensed software at IU? (kb.iu.edu/d/aclo) 

Teaching and Learning Methods 
Context-based learning (CBT), inquiry-based learning (IBT) and reflective learning (RL).  

Assessments 
Learning outcomes will be assessed by weekly participation, 4 graded exercises, and a final paper. 
Participation will take many forms including Canvas discussions, reading commentary in Perusall, sharing 
opportunities, and an exit survey.  

This course was developed with accessibility in mind, but if there is anything that is inaccessible to you 
please let me know right away and I will provide you alternatives or eliminate the participation method 
from your grade.  

For citation purposes, all MLIS students use the 7th edition of the Publication Manual of the American 
Psychological Association. This publication will help you structure your writing artifacts (e.g., research 
papers), write clearly and concisely, follow grammatical rules, and appropriately attribute source 
material. The Department of Library and Information Science values and expects quality, graduate-level 
writing. 

American Psychological Association. (2020). Publication manual of the American Psychological 
Association (7th ed.). (doi.org/10.1037/0000165-000) 

 

Revised Bloom's Taxonomy (RBT) 
The revised Bloom’s taxonomy (RBT) presents a way to classify different types of learning experiences 
across two levels: 1) The revised Bloom’s taxonomy cognitive process (RBTCP) dimension and 2) the 
revised Bloom’s taxonomy knowledge (RBTK) dimension. The RBTCP dimension represents a continuum 
of increasing cognitive complexity—from remember to create—across six levels: 

1. Knowledge/Remembering: The ability to recall or recognize specific information or data.  
2. Understanding: Understanding the meaning of informational materials, translation, 

interpolation and interpretation of instructions and problems.  
3. Application: The use of previously learned information in new and concrete situations to solve 

problems that have single or best answers.  
4. Analysis: Breaks down information/concepts into smaller components. Each component is 

identified and understood as is the relationship of these components to the whole.  
5. Evaluation: The ability to apply a criterion or set of standards to conclude a value judgment.  
6. Creation, Synthesis: The ability to merge knowledge into creating a new meaning or structure 

including demonstrating how and why various diverse elements work together.  

https://uits.iu.edu/office365
https://kb.iu.edu/d/bexq
https://kb.iu.edu/d/aclo
https://doi.org/10.1037/0000165-000
https://doi.org/10.1037/0000165-000


Principles of Graduate and Professional Learning (PGPL) 
The principles below form a conceptual framework that describes expectations of all 
graduate/professional students at IUPUI. More specific expectations are determined by the faculty in a 
student's field of study. Together, these expectations identify knowledge, skills, and abilities graduates 
will have demonstrated upon completing their specific degrees. There are four PGPLs:  

1. Demonstrating mastery of the knowledge and skills expected for the degree and for 
professionalism and success in the field  

2. Thinking critically, applying good judgment in professional and personal situations  
3. Communicating effectively to others in the field and to the general public  
4. Behaving in an ethical way both professionally and personally 

Framework for Information Literacy (FIL) 
The ACRL (Association of College and Research Libraries) Framework for Information Literacy is 
introduced throughout our curriculum. 

1. Authority is Constructed and Contextual 
2. Information Creation as a Process 
3. Information Has Value 
4. Research as Inquiry 
5. Scholarship as a Conversation 
6. Searching as Strategic Exploration 

 To learn more, go to Framework for Information Literacy for Higher Education 

(ala.org/acrl/standards/ilframework) 

MLIS Program Learning Goals (PLGs) 
The Master of Library and Information Science (MLIS) program prepares students to become reflective 
practitioners who connect people and communities with information. The program goals (PGs) were 
adjusted to the following effective fall 2020: 

1. Connect core values and professional ethics to practice 
2. Facilitate engagement in the information ecosystem 
3. Curate collections for designated communities 
4. Lead and manage libraries, archives and other information organizations 
5. Organize and represent information 
6. Conduct systematic research to inform decisions 
7. Innovate professional practice with information services and technology  

Upon completion of this course, students will RBT PGPL FIL PLG Assessment 
1. Have high-level knowledge of the history and 
future of archives, the work of archivists, and be 
prepared to take advanced archival science classes 
in DLIS (if they wish)  

4, 6 1 1, 5  1, 4  Participation, all 
exercises, final paper 

2. Able to discuss what archives do and do not 
collect, and how they organize and provide access 
to records to the public 

5 1, 2, 
3 

3, 5 3, 4 Participation, Archives 
visit exercise, 



Appraisal decision 
exercise 

3. Able to articulate the value of archives and 
educate on their use to a diverse public  

6 3 1, 5 1, 2, 4 Participation, 
Instruction session 
exercise 

4. Be able to outline and discuss major issues in 
archives and their potential solutions, including 
racism, copyright, and precarious labor 

4, 6 1, 2, 
3, 4 

1, 5 1, 4, 7 Participation, 
Copyright exercise, 
final paper 

 

Assessment Details 
This course is an overview of archives and covers a lot of ground. It is heavy on reading and discussion, 
with 4 practical exercises and 1 final paper. There are two optional bonus point opportunities.  

Assignments: 
1. Archives Visit (or “Visit”), 10 pts (with 5 pt & 1 pt bonus opportunities) 
2. Appraisal Decision, 10 pts 
3. Copyright Assessment, 10 pts 
4. Instruction Session, 10 pts (with 5 pt & 2 pt bonus opportunities)  
5. Final paper, 25 pts  
6. 13 weeks of active class participation, 3 pts each = 39 pts  
7. Exit survey, 6 pts  

Grade Allocation:  
• Participation: 41% 
• Exercises (4): 36%  
• Final Paper: 23%  

Course Schedule 
All assignments and participation work are due in on Tuesdays at midnight. You are welcome to work 
ahead on readings and assignments to better fit your schedule, and catch back up with us on the 
participation parts.  

Week 1: Introduction 
Participation. 3 pts.  

- Complete admin reading & take the class poll 
- Introduce yourself in the Canvas discussion 
- Include a “archives show & tell” slide or graphic in your introduction 
- Try out Perusall – read syllabus and comment  

Week 2: What is an Archives? 
Participation. 3pts.  

- Read in Perusall (commenting encouraged but not required)  
- Participate in Canvas discussion on “What is an archives?”  



Readings:  
Cook, T. (2013). Evidence, memory, identity, and community: Four shifting archival paradigms. 
Archival Science, 13(2–3), 95–120. Use this link to read/download through the IUPUI 
subscription.  

Berry, D. (2021, June 22). The House Archives Built. Up//Root. Link on the open web.  

Week 3: Appraisal and Collecting 
Participation. 3pts.  

- Read in Perusall and comment.  

Readings:  
Cook, T. (2011). ‘We Are What We Keep; We Keep What We Are’: Archival Appraisal Past, 
Present and Future. Journal of the Society of Archivists, 32(2), 173–189. Use this link to 
access/download through IUPUI subscription 

Jules, B. (2016, November 12). Confronting Our Failure of Care Around the Legacies of 
Marginalized People in the Archives. On Archivy. Link on the open web. 

Weber, C., Conway, M., Martin, N., Stevens, G., & Kamsler, B. (2021). Total Cost of Stewardship: 
Responsible Collection Building in Archives and Special Collections. OCLC Research. Open 
access. Read pp. 5-14 only. 

Mills, A. (2015). Course:ARST573/Archives and Repatriation. In University of British Columbia 
Wiki. Link on the open web. 

 

Week 4: Arrangement and Description 
Participation. 3 pts.  

- Read in Perusall and comment.  

Readings:  
Chapter 1 from: Meissner, D. (2019). Arranging and Describing Archives and Manuscripts. 
Society of American Archivists.  

More Product, Less Process. (2020). In Wikipedia. Link on the open web.   

Greene, M., & Meissner, D. (2005). More Product, Less Process: Revamping traditional archival 
processing. The American Archivist, 68(2), 208–263. Open access. OPTIONAL. 

Haberstock, L. (2020). Participatory description: Decolonizing descriptive methodologies in 
archives. Archival Science, 20(2), 125–138. Use this link to access/download through the IUPUI 
subscription.  

Week 5: Reference and Access  
Participation. 3 pts.  

- Read in Perusall and comment.  

https://www-proquest-com.proxy.ulib.uits.iu.edu/docview/1355630005?accountid=7398
https://www-proquest-com.proxy.ulib.uits.iu.edu/docview/1355630005?accountid=7398
https://www.uproot.space/features/the-house-archives-built
https://www.ulib.iupui.edu/cgi-bin/proxy.pl?url=https://search-ebscohost-com.proxy.ulib.uits.iu.edu/login.aspx?direct=true&db=tfh&AN=69700536&site=ehost-live
https://www.ulib.iupui.edu/cgi-bin/proxy.pl?url=https://search-ebscohost-com.proxy.ulib.uits.iu.edu/login.aspx?direct=true&db=tfh&AN=69700536&site=ehost-live
https://medium.com/on-archivy/confronting-our-failure-of-care-around-the-legacies-of-marginalized-people-in-the-archives-dc4180397280
https://wiki.ubc.ca/Course:ARST573/Archives_and_Repatriation
https://en.wikipedia.org/w/index.php?title=More_Product,_Less_Process&oldid=951470980
https://doi.org/10.17723/aarc.68.2.c741823776k65863
http://ulib.iupui.edu/cgi-bin/proxy.pl?url=http://search.proquest.com.proxy.ulib.uits.iu.edu/scholarly-journals/participatory-description-decolonizing/docview/2402245564/se-2?accountid=7398
http://ulib.iupui.edu/cgi-bin/proxy.pl?url=http://search.proquest.com.proxy.ulib.uits.iu.edu/scholarly-journals/participatory-description-decolonizing/docview/2402245564/se-2?accountid=7398


Archives visit assignment. 10pts. (bonus points available).  
- Visit any archives and write up your experience. Full assignment and rubric in Canvas. 
- Share a visual representation of your visit with your peers (optional)  

Readings:  
Duff, W., Yakel, E., & Tibbo, H. (2013). Archival Reference Knowledge. The American 
Archivist, 76(1), 68–94. Open Access link.  

Schaffner, J. (2009). The metadata is the interface: Better description for better discovery of 
archives and special collections: synthesized from user studies. OCLC Programs and 
Research. Open access link.   

Brink, P., Ducey, M. E., & Lorang, E. (2016). The Case of the Awgwan: Considering ethics of 
digitization and access for archives. The Reading Room: A Journal of Special Collections, 2(1), 19. 
Open access link.   

Week 6: Preservation  
Participation. 3pts.  

- Read in Perusall and comment.  

Readings:  
Introduction to Preservation. (2015). Northeast Document Conservation Center (NEDCC). Link on 
the open web. 

Emergency Planning. (2017). Northeast Document Conservation Center (NEDCC). Link on the 
open web.  

A chapter from: Owens, T. (2018). The theory and craft of digital preservation. Johns Hopkins 
University Press. Use this link to read/download IUPUI eBook copy. OR Use this link to download 
the open access pre-print version.  

Winn, S. R. (2020). Dying Well in the Anthropocene: On the end of archivists. “Libraries and 
Archives in the Anthropocene,” Special Issue, Journal of Critical Library and Information 
Studies, 3(1). Open access link.  

Week 7: Outreach and Public/Donor Relations 
Participation. 3pts.  

- Read in Perusall and comment 

Readings:  
Sweeney, S. (2015). Weaving the web of influence: Maximizing archival appraisal and acquisition 
through the use of “spider advocates.” In Appraisal and Acquisition: Innovative Practices for 
Archives and Special Collections. Read/download from IUPUI eBook copy.  

Meier, A. (2018, June 21). Backpack-Sized Archiving Kit Empowers Community Historians to 
Record Local Narratives. Hyperallergic. Link on the open web.  

https://doi.org/10.17723/aarc.76.1.x9792xp27140285g
https://library.oclc.org/digital/collection/p267701coll27/id/444/
https://doaj.org/article/4e332c83363f4af99fcc2f2f74489857
https://www.nedcc.org/preservation101/session-1/1what-is-preservation
https://www.nedcc.org/preservation101/session-1/1what-is-preservation
https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.3-emergency-planning
https://www.nedcc.org/free-resources/preservation-leaflets/3.-emergency-management/3.3-emergency-planning
https://iucat.iu.edu/catalog/17287834
http://www.trevorowens.org/2017/06/full-draft-of-theory-craft-of-digital-preservation/
http://www.trevorowens.org/2017/06/full-draft-of-theory-craft-of-digital-preservation/
https://doi.org/10.24242/jclis.v3i1.107
https://iucat.iu.edu/catalog/16429097
http://hyperallergic.com/444554/archivist-in-a-backpack/


Du Laney, C. (2018, October 29). What’s with all the Backpacks? Southern Sources. Link on the 
open web. 

Wexler, G., & Long, L. (2009). Lifetimes and legacies: Mortality, immortality, and the needs of 
aging and dying donors. The American Archivist, 72(2), 478–495. Open access.  

Week 8: Records and Information Management 
Participation. 3pts.  

- Read in Perusall and comment 

Appraisal exercise. 10 pts.  
- Make an appraisal decision, given a sample inventory. Full instructions and rubric in 

Canvas.  

Readings:   
Records continuum model. (2021). In Wikipedia. Link on the open web.  

Cohen, S. (2016). Applying archival appraisal concepts to information lifecycle 
management. Information Management Journal, 50(3), 29-32. Read/download through IUPUI 
subscription.  

Svärd, P. (2013). Enterprise Content Management and the Records Continuum Model as 
strategies for long-term preservation of digital information. Records Management 
Journal, 23(3), 159–176. Read/download through IUPUI subscription.  

Week 9: Privacy and Rights  
Participation. 3pts.  

- Read in Perusall (commenting optional) 
- Participate in Canvas discussion on the Harding papers 

Readings:  
Dressler, V., Rowan, K., & Bakker, R. (2021). Managing privacy: A survey of practices in digital 
archives and libraries. Journal of Digital Media Management, 9(2), 177–190. Open access.   

Tansey, E. (2020, June 5). No one owes their trauma to archivists, or, the commodification of 
contemporaneous collecting. Eira Tansey. Link on the open web.   

Jules, B., Summers, E., & Mitchell Jr., V. (2018). Ethical Considerations for Archiving Social Media 
Content Generated by Contemporary Social Movements: Challenges, Opportunities, and 
Recommendations [White Paper]. Documenting the Now (DocNow). Open access.  

Week 10: Copyright 
Participation. 3pts.  

- Read and comment in Perusall.  

Copyright assessment exercise. 10 pts.  
- Assess the copyright status of 3 archival items. Items, instructions and rubric in Canvas.   

https://blogs.lib.unc.edu/shc/2018/10/29/whats-with-all-the-backpacks/
https://blogs.lib.unc.edu/shc/2018/10/29/whats-with-all-the-backpacks/
https://doi.org/10.17723/aarc.72.2.u84p72872w461264
https://en.wikipedia.org/w/index.php?title=Records_continuum_model&oldid=1033915845
https://www.ulib.iupui.edu/cgi-bin/proxy.pl?url=https://search-ebscohost-com.proxy.ulib.uits.iu.edu/login.aspx?direct=true&db=tfh&AN=115256391&site=ehost-live
https://www.ulib.iupui.edu/cgi-bin/proxy.pl?url=https://search-ebscohost-com.proxy.ulib.uits.iu.edu/login.aspx?direct=true&db=tfh&AN=115256391&site=ehost-live
https://www-emerald-com.proxy.ulib.uits.iu.edu/insight/content/doi/10.1108/RMJ-12-2012-0035/full/html#loginreload
https://digitalcommons.fiu.edu/glworks/97/
https://eiratansey.com/2020/06/05/no-one-owes-their-trauma-to-archivists-or-the-commodification-of-contemporaneous-collecting/
https://www.docnow.io/docs/docnow-whitepaper-2018.pdf


Readings:  
Hirtle, P. B., Hudson, E., & Kenyon, A. T. (2009). Copyright and cultural institutions: Guidelines for 
digitization for U.S. libraries, archives, and museums. Cornell University Library. Open access. 
Read introduction only.  

Wallace, A. (2015, October 21). What are Surrogate IP Rights? Surrogate IP Rights. On the open 
web. 

Wallace, A. (2015, October 22). Surrogacy Layers. Surrogate IP Rights. On the open web. .  

Stobo, V. (2016, April 26). Risky Business: Copyright and Making Collections Available Online. 
Display At Your Own Risk. On the open web..  

Hansen, D. R. (2014). Copyright Reform Principles for Libraries, Archives, and Other Memory 
Institutions. Berkeley Technology Law Journal, 29, 1559. Open access.  

Fisher, K. (2020). Copyright and Preservation of Born-digital Materials: Persistent Challenges and 
Selected Strategies. The American Archivist, 83(2), 238–267. Open access. OPTIONAL. 

Week 11: Accountability and Oppression 
Participation. 3pts.  

- Read in Perusall (commenting optional)  
- Participate in Canvas discussion on the misuse of archives 

Readings:  
Madsen-Brooks, L. (2013). “I Nevertheless Am a Historian”: Digital Historical Practice and 
Malpractice around Black Confederate Soldiers. In K. Nawrotzki & J. Dougherty, Writing History 
in the Digital Age. University of Michigan Press. Open access.  

Aronson, J. (2017). Preserving Human Rights Media for Justice, Accountability, and Historical 
Clarification. Genocide Studies and Prevention, 11(1), 82–99. Open access.  

Breen-Smyth, M. (2020). Interviewing combatants: Lessons from the Boston College 
Case. Contemporary Social Science, 15(2), 258–274. Use this link to access IUPUI subscription.  

 

Week 12: Education 
Participation. 3pts.  

- Read and comment in Perusall.  

One-shot education exercise. 10pts. (bonus points available) 
- Design a one-shot educational experience in the archives for a demographic of your 

choosing. Bonus points: Make a recording of yourself “teaching” your instruction 
session. Full assignment and rubric in Canvas.  

- Optional: share with your peers 

https://papers.ssrn.com/sol3/papers.cfm?abstract_id=1495365
https://surrogateiprights.org/what-are-surrogate-ip-rights/
https://surrogateiprights.org/what-are-surrogate-ip-rights/
https://surrogateiprights.org/surrogacy-layers/
https://displayatyourownrisk.org/stobo/
https://papers.ssrn.com/sol3/papers.cfm?abstract_id=2466091
https://doi.org/10.17723/0360-9081-83.2.238
https://quod.lib.umich.edu/d/dh/12230987.0001.001/1:5/--writing-history-in-the-digital-age?g=dculture;rgn=div1;view=fulltext;xc=1
https://scholarcommons.usf.edu/gsp/vol11/iss1/9/
https://www.ulib.iupui.edu/cgi-bin/proxy.pl?url=https://search-ebscohost-com.proxy.ulib.uits.iu.edu/login.aspx?direct=true&db=sih&AN=143544634&site=ehost-live


Readings:  
Schull, Diana Dow. “Chapter 3: Educational Initiatives.” In Archives Alive: Expanding Engagement 
with Public Library Archives and Special Collections. American Library Association, 2015.   

Jarosz, E., Kutay, S., & California State University Northridge. (2017). Guided Resource Inquiries: 
Integrating Archives into Course Learning and Information Literacy 
Objectives. Comminfolit, 11(1), 204. Open access.  

DocsTeach from NARA: Explore the DocsTeach website on your own.  

Blau-McDonald, M. (2012). Back to School = Outreach to Teachers or Education Majors. DttP: 
Documents to the People, 40(1). Use this link to read/download through the IUPUI subscription. 

Week 13: Labor and Management 
Participation. 3pts.  

- Read in Perusall and comment  

Readings:  
Society of American Archivists. (2020, August). Core Values Statement and Code of Ethics. Link 
on the open web. 

Rodriguez, S., Tillman, R., Wickner, A., Williams, S., & Drabinski, E. (2019). Collective 
Responsibility: Seeking equity for contingent labor in libraries, archives, and museums. Open 
access.  

Williams, S. (2016, April 26). Implications of Archival Labor. On Archivy. On the open web. 

Callahan, M. (2012, April 25). Imagining a Labor Market in Archives that Works for Everyone. You 
Ought to Be Ashamed. Link on the open web.  

Week 14-15: We Pass the Baton 
Participation. 5pts 

- Complete exit survey  

Readings:  
No required readings. Resources for your final paper may be found in Perusall.  

Final paper. 25pts.  
- Write on your choice of archival issues covered this semester. Full assignment and rubric 

in Canvas.  

Expectations, Guidelines, and Policies:  
Attendance 
In an online course, your participation is your attendance. The course will be taught entirely online. 
There are no required face-to-face meetings. There are no required synchronous online meetings. 
However, students are encouraged to e-mail or arrange an online chat with the instructor at any time. 

https://doi.org/10.15760/comminfolit.2017.11.1.42
https://www.docsteach.org/resources/getting-started
https://heinonline-org.proxy.mckinneylaw.uits.iu.edu/HOL/Page?handle=hein.journals/dttp40&div=37&id=&page=&collection=journals
https://www2.archivists.org/statements/saa-core-values-statement-and-code-of-ethics
https://www2.archivists.org/statements/saa-core-values-statement-and-code-of-ethics
https://hdl.handle.net/10355/69708
https://hdl.handle.net/10355/69708
https://medium.com/on-archivy/implications-of-archival-labor-b606d8d02014
https://eatingouryoung.wordpress.com/2012/04/25/imagining-a-labor-market-in-archives-that-works-for-everyone/


This course assumes that students can work independently. A basic requirement of this course is that 
you will participate in all class activities and conscientiously complete all required course assignments. 
Students are expected to complete the assignments, quizzes, and projects on time, which is your 
attendance. 

Timely submission 

You are responsible for completing each deliverable (e.g. weekly participation in discussion, assignment) 
by its deadline and for submitting it by the specified method. Deadlines and submission instructions are 
outlined in Canvas. Students are encouraged to review the schedule and plan to begin work on the final 
project during the semester. Deadlines are established so both students and the instructor can manage 
workloads. 

Each student is allotted two extensions, no questions asked. Do not send a Canvas mail message or 
other communication in advance of using an extension. Simply submit the deliverable (discussion, 
assignment) by up to two days following the deadline and include a comment via the Canvas 
submission interface indicating which extension you are using (e.g. extension 1, extension 2).  Students 
are responsible for tracking use of extensions. If work is submitted beyond two days late an extension 
cannot be applied. Grades for late submissions (e.g. not using or after the two extensions have been 
used) will be reduced by 10%, with an additional 10% reduction for each 24-hour period following the 
deadline in fairness to the instructor and students who completed work on time. 

In the event both extensions are used, and extreme work/life challenges prevent a timely submission, 
please send a Canvas mail message to the instructor. 

Professional writing  
This course requires writing and the creation of publication-ready work that you would be prepared to 
share as a resource with other scholars or your library/archives community. Please carefully review all 
work products for clarity, accuracy, typos, grammar, etc. prior to submission. When applicable, use 
appropriately-sized images and graphics (e.g. not pixelated, poorly cropped, water marked, etc.) and 
include image attributions. The ability to communicate well is emphasized both in librarianship 
competencies and in departmental outcomes. As such, while this is not an English or composition 
course, you are expected to have gained a proficiency in those skills appropriate for a masters level 
program. The University Writing Center has many resources and links for any student seeking additional 
information or assistance. University Writing Center (liberalarts.iupui.edu/uwc/). The Department of 
Library and Information Science values and expects quality, graduate-level writing.  

Incompletes 
Incompletes are not automatically granted. You may arrange a grade of “I” or incomplete for a course 
with an instructor for special circumstances. Students need to have completed the majority of course 
work (75%+) at an acceptable level of achievement. You and the instructor must agree upon the terms 
for completing the course. Students who have multiple incompletes (2 or more) will be blocked from 
registering for additional LIS courses until there is only one (or zero) outstanding incomplete, or the 
student presents the department chair with a plan of action for completing all incompletes in a timely 
way. 

https://liberalarts.iupui.edu/uwc/


Deadlines for the work for an incomplete to be finished are at the instructor’s discretion. The deadline 
can be no longer than 1 year from the end of the semester, but can be earlier if the instructor specifies 
that. Left unchanged, an Incomplete automatically becomes an F after one year. See: Student Central: 
Incompletes (studentcentral.iupui.edu/grades-progress/incompletes.html) 

GRADING SCALE 
Grade Description 
A (100% to 96%) Outstanding achievement. Student performance demonstrates full 

command of the course materials and evinces a high level of originality 
and/or creativity that far surpasses course expectations. 

A- (95.9% to 90%) Excellent achievement. Student performance demonstrates thorough 
knowledge of the course materials and exceeds course expectations by 
completing all requirements in a superior manner. 

B+ (89.9% to 87%) Very good work. Student performance demonstrates above-average 
comprehension of the course materials and exceeds course expectations 
on all tasks as defined in the course syllabus. 

B (86.9% to 84%) Good work. Student performance meets designated course expectations, 
demonstrates understanding of the course materials, and performs at an 
acceptable level. 

B- (83.9% to 80%) Marginal work. Student performance demonstrates incomplete 
understanding of course materials. 

C+ through C- (79.9 % to 
70%) 

Unsatisfactory work. Student performance demonstrates incomplete and 
inadequate understanding of course materials. An incomplete may be 
granted under special circumstances. 

D through F (69.9 % >) Student has failed the course. An incomplete is not an available option. 
 

Note that to satisfy a core requirement, grade must be B- or above. For electives, grade must be C or 
above (and overall GPA 3.0 or above). 

MLIS PROGRAM OUTCOMES 
The Master of Library Science (M.L.S.) program prepares students to become reflective practitioners 
who connect people and communities with information. Upon completion of the M.L.S. program, 
graduates are prepared to meet the program outcomes.  

See M.L.I.S. Program goals: (soic.iupui.edu/lis/master-library-science/learning-outcomes/)   

ALA CORE COMPETENCIES 
A person graduating from an ALA-accredited master’s program in library and information studies should 
know and, where appropriate, be able to meet the ALA standards. 

See: ALA Core Competences of Librarianship 
(ala.org/educationcareers/sites/ala.org.educationcareers/files/content/careers/corecomp/corecompete
nces/finalcorecompstat09.pdf) 
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CODE OF CONDUCT 
All students should aspire to the highest standards of academic integrity. Using another student’s work 
on an assignment, cheating on a test, not quoting or citing references correctly, or any other form of 
dishonesty or plagiarism shall result in a grade of zero on the item and possibly an F in the course. 
Incidences of academic misconduct shall be referred to the Department Chair and repeated violations 
shall result in dismissal from the program. 

All students are responsible for reading, understanding, and applying the Code of Student Rights, 
Responsibilities and Conduct and in particular the section on academic misconduct. Refer to The Code of 
Student Rights (studentcode.iu.edu/) 

All students must also successfully complete How to Recognize Plagiarism: Tutorials and Tests 
(plagiarism.iu.edu). 

You must document the difference between your writing and that of others. Use quotation marks in 
addition to a citation, page number, and reference whenever writing someone else’s words (e.g., 
following the Publication Manual of the American Psychological Association).  

Academic Misconduct 
1) Cheating: Cheating is considered to be an attempt to use or provide unauthorized assistance, 

materials, information, or study aids in any form and in any academic exercise or environment.  
a) A student must not use external assistance on any “in-class” or “take-home” examination, 

unless the instructor specifically has authorized external assistance. This prohibition includes, 
but is not limited to, the use of tutors, books, notes, calculators, computers, and wireless 
communication devices. 

b) A student must not use another person as a substitute in the taking of an examination or quiz, 
nor allow other persons to conduct research or to prepare work, without advanced 
authorization from the instructor to whom the work is being submitted. 

c) A student must not use materials from a commercial term paper company, files of papers 
prepared by other persons, or submit documents found on the Internet. 

d) A student must not collaborate with other persons on a particular project and submit a copy of a 
written report that is represented explicitly or implicitly as the student’s individual work. 

e) A student must not use any unauthorized assistance in a laboratory, at a computer terminal, or 
on fieldwork. 

f) A student must not steal examinations or other course materials, including but not limited to, 
physical copies and photographic or electronic images. 

g) A student must not submit substantial portions of the same academic work for credit or honors 
more than once without permission of the instructor or program to whom the work is being 
submitted. 

h) A student must not, without authorization, alter a grade or score in any way, nor alter answers 
on a returned exam or assignment for credit. 

2) Fabrication: A student must not falsify or invent any information or data in an academic exercise 
including, but not limited to, records or reports, laboratory results, and citation to the sources of 
information. 

https://studentcode.iu.edu/
https://studentcode.iu.edu/
https://studentcode.iu.edu/
https://plagiarism.iu.edu/
https://plagiarism.iu.edu/
https://plagiarism.iu.edu/


3) Plagiarism: Plagiarism is defined as presenting someone else’s work, including the work of other 
students, as one’s own. Any ideas or materials taken from another source for either written or oral 
use must be fully acknowledged, unless the information is common knowledge. What is considered 
“common knowledge” may differ from course to course.  
a) A student must not adopt or reproduce ideas, opinions, theories, formulas, graphics, or pictures 

of another person without acknowledgment. 
b) A student must give credit to the originality of others and acknowledge indebtedness whenever:  

i) directly quoting another person’s actual words, whether oral or written; 
ii) using another person’s ideas, opinions, or theories; 
iii) paraphrasing the words, ideas, opinions, or theories of others, whether oral or written; 
iv) borrowing facts, statistics, or illustrative material; or 
v) offering materials assembled or collected by others in the form of projects or collections 

without acknowledgment 
4) Interference: A student must not steal, change, destroy, or impede another student’s work, nor 

should the student unjustly attempt, through a bribe, a promise of favors or threats, to affect any 
student’s grade or the evaluation of academic performance. Impeding another student’s work 
includes, but is not limited to, the theft, defacement, or mutilation of resources so as to deprive 
others of the information they contain. 

5) Violation of Course Rules: A student must not violate course rules established by a department, the 
course syllabus, verbal or written instructions, or the course materials that are rationally related to 
the content of the course or to the enhancement of the learning process in the course. 

6) Facilitating Academic Dishonesty: A student must not intentionally or knowingly help or attempt to 
help another student to commit an act of academic misconduct, nor allow another student to use 
his or her work or resources to commit an act of misconduct. 

OTHER POLICIES 
1) Administrative withdrawal: A basic requirement of this course is that students complete all 

required course activities. If a student is unable to attend, participate in, or complete an assignment 
on time, it is the student’s responsibility to inform the instructor. If a student misses more than half 
of the required activities within the first 25% of the course without contacting the instructor, the 
student may be administratively withdrawn from this course. Administrative withdrawal may have 
academic, financial, and financial aid implications. Administrative withdrawal will take place after 
the full refund period, and a student who has been administratively withdrawn from a course is 
ineligible for a tuition refund. Contact the instructor with questions concerning administrative 
withdrawal. Learn more at IUPUI Administrative Withdrawal Policy 
(studentcentral.iupui.edu/register/administrative-withdrawal.html)  

2) Civility: To maintain an effective and inclusive learning environment, it is important to be an 
attentive and respectful participant in all course exercises. IUPUI nurtures and promotes “a campus 
climate that seeks, values, and cultivates diversity in all of its forms and that provides conditions 
necessary for all campus community members to feel welcomed, supported, included, and valued” 
(IUPUI Strategic Initiative 9). IUPUI prohibits “discrimination against anyone for reasons of race, 
color, religion, national origin, sex, sexual orientation, marital status, age, disability, or veteran 
status” (Office of Equal Opportunity). Profanity or derogatory comments about the instructor, fellow 
students, invited speakers, or any members of the campus community shall not be tolerated. A 
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violation of this rule shall result in a warning and, if the offense continues, possible disciplinary 
action. 

3) Communication: For online courses, the instructor or teaching assistant should respond to emails 
within two Indiana University working days, which excludes weekends and holidays. The instructor 
should accept appointments for face-to-face, telephone, or teleconferenced meetings, and 
announce periods of extended absence in advance. 

4) Conferences: To present research at an academic conference as speaker is commendable and 
aligns with the educational and research mission of the school and university. However, instructors 
can only provide accommodations for absences if a student is presenting work, such as a paper or 
poster, or is supported by a school or campus-level scholarship. The student should request from 
the instructor accommodation for an absence as soon as possible upon paper, poster, or 
scholarship acceptance. In the request for accommodation for absence, the student should provide 
supporting documentation of acceptance as well as confirmation from their mentor or campus 
sponsor that the presentation is to meet a research, educational, or diversity objective. Permission 
is granted at the discretion of the instructor. Students should not expect an exception for 
nonacademic conferences or conferences at which the student is not presenting as speaker. 
Travel arrangements should not be made until the student has received permission from the 
instructor. 

5) Counseling and Psychological Services (CAPS): Students seeking counseling or other psychological 
services should contact the CAPS office at 274-2548 or capsindy@iupui.edu. For more information 
visit the CAPS website (iupui.edu/health-wellness/counseling-psychology/) 

6) Course evaluations: Course evaluations provide vital information for improving the quality of 
courses and programs. Students are not required to complete a course or instructor evaluation for 
any section in which they are enrolled at the School of Informatics and Computing. Course 
evaluations are completed in Canvas (Course Questionnaire). Course evaluations are open from the 
eleventh week. Course evaluations are anonymous, which means that no one can view the name of 
the student completing the evaluation. In addition, no one can view the evaluation itself until after 
the instructor has submitted the final grades for the course. In small sections, demographic 
information should be left blank, if it could be used to identify the student. 

7) Disabilities policy: In compliance with the Americans with Disabilities Act (ADA), all qualified 
students enrolled in this course are entitled to reasonable accommodations. Please notify the 
instructor during the first week of class of accommodations needed for the course. Students 
requiring accommodations because of a disability must register with Adaptive Educational Services 
(AES) and complete the appropriate AES-issued before receiving accommodations. Students with 
learning disabilities for which accommodations are desired should contact the Adaptive Educational 
Services office on campus, and inform the instructor as soon as possible: Adaptive Educational 
Services (AES) (diversity.iupui.edu/offices/aes/index.html), or 317-274-3241. 

8) Email: Indiana University uses your IU email account as an official means of communication, and 
students should check it daily. Although you may have your IU email forwarded to an outside email 
account, please email faculty and staff from your IU email account. 

9) Emergency preparedness: Know what to do in an emergency so that you can protect yourself and 
others. For more information, visit the emergency management website at Protect IU 
(protect.iu.edu/emergency-planning/emergency-contact/iupui.html). 
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10) University policies: Numerous policies governing IU faculty and students may be found at University 
Policies (policies.iu.edu/categories/academic-faculty-students.html). 

11) No class attendance without enrollment. Only those who are officially enrolled in this course may 
attend class unless enrolled as an auditor or making up an Incomplete by prior arrangement with 
the instructor. This policy does not apply to those assisting a student with a documented disability, 
serving in an instructional role, or administrative personnel. See Register: Get ready to take classes 
(studentcentral.iupui.edu/register/index.html). 

12) Religious holidays: Students seeking accommodation for religious observances must submit a 
request form to the course instructor by the end of the second week of the semester. For 
information visit You have the right to observe religious holidays 
(studentcentral.iupui.edu/calendars/holidays/index.html). 

13) Right to revise: The instructor reserves the right to make changes to this syllabus as necessary and, 
in such an event, will notify students of the changes immediately. 

14) Sexual misconduct: IU does not tolerate sexual harassment or violence. For more information and 
resources, visit Stop Sexual Violence (stopsexualviolence.iu.edu/) 

15) Student advocate: The Office of Student Advocacy and Support assists students with personal, 
financial, and academic issues. The Student Advocate is in the Campus Center, Suite 350, and may 
also be contacted at 317 274-4431 or studvoc@iupui.edu. For more information visit Office of 
Student Advocacy and Support (studentaffairs.iupui.edu/advocacy-resources/index.html). 

MISSION STATEMENT 
The Mission of IUPUI is to provide for its constituents excellence in 

• Teaching and Learning; 
• Research, Scholarship, and Creative Activity; and 
• Civic Engagement. 

With each of these core activities characterized by 

• Collaboration within and across disciplines and with the community; 
• A commitment to ensuring diversity; and 
• Pursuit of best practices. 

IUPUI’s mission is derived from and aligned with the principal components—Communities of Learning, 
Responsibilities of Excellence, Accountability and Best Practices—of Indiana University’s Strategic 
Directions Charter. 

SoIC DEI Working Group Statement 
At any point during the semester, in my class, in others, or during extracurricular experiences, you feel 
that you’ve been affected positively or negatively in our approach to diversity, equity or inclusion (DEI), 
please share your concerns. An anonymous submission form 
(https://inclusion.soic.iupui.edu/anonymous-submission-page/) has been created for you by the SoIC 
DEI Working Group to express your concerns.  Further, I encourage you to also share any positive DEI 
experiences or make suggestions for creating a more inclusive environment to the working group.  
Questions? Please reach out to Viki Daugherty vdaugher@iupui.edu, Zeb Wood zwood@iupui.edu, or 
Andrea Copeland ajapzon@iupui.edu. 
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STATEMENT OF VALUES 
IUPUI values the commitment of students to learning; of faculty to the highest standards of teaching, 
scholarship, and service; and of staff to the highest standards of service. IUPUI recognizes students as 
partners in learning. IUPUI values the opportunities afforded by its location in Indiana’s capital city and 
is committed to serving the needs of its community. Thus, IUPUI students, faculty, and staff are involved 
in the community, both to provide educational programs and patient care and to apply learning to 
community needs through service. As a leader in fostering collaborative relationships, IUPUI values 
collegiality, cooperation, creativity, innovation, and entrepreneurship as well as honesty, integrity, and 
support for open inquiry and dissemination of findings. IUPUI is committed to the personal and 
professional development of its students, faculty, and staff and to continuous improvement of its 
programs and services. 
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