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UCD School of History 

Certificate in Records Management    Z168 

2018/19 

The UCD School of History is committed to responding to the growing demand from 

practitioners in post for education in the management of records. The Certificate in Records 

Management, a level 3 course, is open to those who are working in records management in 

the business sector, religious congregations, in public organisations and in corporate or 

other bodies. 

This course which consists of two modules, totalling 15 credits, offers the opportunity for 

sustained education in core areas of records management across one semester, in a 

timeframe which facilitates minimal release from a place of employment, normally one 

morning per week. Both modules are completed in one semester (January – April 2019). 

The course will be subject to accreditation by the Archives and Records Association (UK and 

Ireland). 

Entrance requirements 

Applicants should be working as records managers or in records management, dealing with 

the records of their employing organisation, and should have the support of their 

employers. They should possess, at minimum, a Leaving Certificate or its equivalent. They 

must be computer proficient. The number of places available for certificate students will be 

limited each academic session. Places will be allocated with reference to a candidate’s 

suitability as demonstrated in the application form and in their Curriculum Vitae.  

Application process 

To apply for the programme applicants must complete both of the following: 

1. The relevant online university application form. The course code is Z168 and the 

form is available at www.ucd.ie/apply and should be submitted electronically. 

2. The specific programme application form. This can be downloaded at 

www.ucd.ie/history. This form should be submitted by post or in person to UCD 

School of History, Newman Building, University College Dublin, Belfield, Dublin 4, 

Ireland.  

The closing date for applications is Friday 29 June 2018 at 1pm. 
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Fees 

These will be in the region of €2700 but this is subject to change pending final decision by 

the university. 

Course content 

Participants will acquire knowledge and explore issues in several core areas relevant to 

records management. They will become familiar with theories, concepts, standards, 

procedures and principles, and have an opportunity to apply this knowledge to issues and 

problems in their own organisations, and consider possible solutions. 

Modules 

1. Records, recordkeeping and accountability in public and private organisations 

(10 credits) 11 x 3 hour sessions 

This module considers the management of records and information, increasingly in a 

predominantly digital form, in public and private sector organisations – these information 

assets are crucial for organisational governance and accountability as well as the rights of 

the individual and wider societal memory. Whilst the module considers the management of 

records and information, it addresses the defining characteristics of records, the scope of 

records management as a discipline and as a profession, and the challenges it faces.  It 

introduces the principal issues which impact on the management and keeping of records, 

the theories, laws and standards which underpin these processes, the development of good 

recordkeeping practices, different approaches to recordkeeping and the implementation of 

effective retention strategies. The module also considers the value of records management to 

wider organisational governance, including risk management strategies. Throughout the 

module there is emphasis on the need for records professionals to be cognizant of (and 

responsive to) the key factors which significantly shape records and information creation 

and management, including people, organisational cultures, information cultures, and 

technology trends in the workplace.  

2. Records management in practice 

 (5 credits)  

This practical module provides candidates with the opportunity to apply their learning in 

Records, recordkeeping and accountability in public and private organisations directly to 

situations in their own workplace, chiefly by identifying responses and solutions that are 

context specific and that will provide the foundations for, and contribute towards, the 

effective management and strategic development of records services in their organisation. 

This module is assessed through the completion of a professional portfolio relating to the 

candidate’s organisation, the preparation of which is supported by regular communication 

with the module coordinator.  

 

Assessment 

All modules are examined by course work. No examinations are held. 
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Teaching 

Teaching takes place in UCD Archives or in other teaching rooms on the Belfield campus, 

University College Dublin, Dublin 4. The taught component of the course (Records, 

recordkeeping and accountability) takes place one morning a week for the duration of the 

teaching term (with a 2 week mid-term break) and the class is shared with students taking 

other courses. The course includes some visits or guest speakers and where possible these 

are scheduled to coincide with normal class hours. Students will be notified of the exact day 

and time of the class well in advance of the start of the course. 

 

For further enquiries or advice on making an application please contact 

Dr Julie Brooks   00353 1 716 8374   julie.brooks@ucd.ie  

or email history@ucd.ie 
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