
 
 
 

Progression to the M.A. Archives and Records Management  

 
 
The UCD School of History and Archives is committed to facilitating the progression 
of those who hold a recognised graduate Diploma in Archival Studies, Higher 
Diploma in Archival Studies or their equivalent to the professionally accredited 
qualification of M.A. Archives and Records Management. 
 
Under the UCD policy on the accreditation of prior learning students are allowed 45 
transfer credits from the successful completion of the Higher Diploma in Archival 
Studies. This represents 50% of the M.A. requirements.  To progress to the M.A. 
students require another 45 credits. As the programme is modular, the additional 45 
credits can be achieved in one year or over two consecutive years. The M.A. can be 
taken by two paths. 
 
1.1 Entrance requirements 
Intending applicants will be assessed on the basis of the quality of both their primary 
degree and graduate diploma in addition to relevant experience in post. They should 
normally have a first or second class honours degree in line with UCD MA entry 
requirements. Exceptions may be made on the basis of professional experience 
obtained. The number of places available for progression students will be limited in 
each academic session. 
 
1.2 Application process and fees 
Applications are made to the UCD School of History in the first instance. Approval is 
then sought by the School from the Graduate School Board in the College of Arts and 
Humanities. 
 
Step 1 
Applicants must complete an online application form available at 
www.ucd.ie/apply/. The course code is Z020. 
 
Step 2 
Applicants must also complete the Step 2 form which accompanies this prospectus as 
a separate attachment and which is also available to download at 
http://www.ucd.ie/historyarchives/graduateprogrammes/progressiontothemainar
m/#d.en.78774.  
 
This should be posted to Jennifer O’Reilly, School of History, James Joyce Library, 
University College Dublin, Belfield, Dublin 4 
e. jennifer.oreilly@ucd.ie or t. 01 716 7549 
 

http://www.ucd.ie/apply
http://www.ucd.ie/historyarchives/graduateprogrammes/progressiontothemainarm/#d.en.78774
http://www.ucd.ie/historyarchives/graduateprogrammes/progressiontothemainarm/#d.en.78774
mailto:jennifer.oreilly@ucd.ie


As fees are subject to annual adjustment an approximation can only be provided at 
this point but they are likely to be in the region of €3400. 
 
The closing date for applications will be 1 pm on 10 June 2016.  
 
Late applications may be considered depending on the availability of places. 
 
For any queries in relation to the progression programme please contact Dr Elizabeth 
Mullins e. elizabeth.mullins@ucd.ie or t. 01 7167544 
 
1.3 M.A. progression structure and modules 
 
Path 1 
This path consists of two or three modules amounting to 15 credits. It would suit 
those who wish to take a variety of modules or to revisit newer versions of modules 
already undertaken as part of the diploma course. Archival science: research methods 
and theory is a compulsory module. In addition to this compulsory module, any two 
other 5 credit modules, or one 10 ten credit module, may be chosen from the range of 
those offered in the School of History and the School of Information Communication. 
The availability of optional modules may change from session to session. The 
remaining component consists of a dissertation of 10,000 words amounting to 30 
credits. 
 
Path 2 
This path consists of one compulsory module, Archival science: research methods and 
theory, amounting to 5 credits. It suits those for whom attendance is more difficult. 
The remaining component consists of a dissertation of 12,500 words amounting to 40 
credits.  Depending on interest, the compulsory module may be taught as a series of 
four one-day workshops to facilitate participation by those based outside Dublin. 
Supervision of dissertations is conducted by a combination of face-to-face meetings, 
phone calls and email communication depending on students’ personal 
circumstances. 
 
 
Compulsory module 
 
Archival science: theory and research methodology (School of History)                                                             
Aim:  To become familiar with the methods of conducting archival research, to develop 
critical awareness of the key influences in the evolution and nature of contemporary archival 
theory and practice, and to gain an understanding of the importance of theoretical debate to 
the development of the profession.  
Scope: The ability to reflect on the key theoretical ideas which have informed the 
discipline of archivistics and to apply these ideas in a research project is a vital 
element of the training of the contemporary records professional.  This module 
introduces students to the ways that archives and records have been thought about 
in the past and then moves to examine the leading contemporary theorists of 
archives, investigating in particular the theoretical response of the profession to the 
challenges posed by the development of postmodernist discourse and of the digital 
environment.  Using the discipline’s own research trajectory as a framework, the 
module explores how to design archives and records management research, 
providing practical assistance on the steps involved in writing a postgraduate thesis. 



Other modules 
 
Archives sustainability and preservation management  
(School of History) 
Aim: To develop a high level of competency in aspects of preservation and preservation 
management for traditional and digital collections, to identify preservation threats and to 
implement solutions, and to make informed choices about preservation strategies. 
Scope: The module addresses the preservation of traditional analogue materials – 
archives and manuscripts, bound volumes, maps, photographs, moving image and 
sound recordings – with an emphasis on preventive and sustainable approaches. It 
equips students with an awareness of the configuration and characteristics of these 
formats, what these mean for their preservation, and the key threats they face. The 
module introduces students to the wide range of activities within a preservation 
programme, emphasising the need for effective planning of preservation activities, 
including the development of a preservation policy. The module also considers the 
preservation of digital materials, introducing students to the development of 
thinking on digital preservation and the role of models and standards in framing 
digital preservation activities.  By examining the strategies undertaken by archive 
services, students will develop an understanding of practical approaches to digital 
preservation including digital preservation software options. Cross-institutional and 
cross-disciplinary collaboration are emphasised as a key theme in preservation 
strategies in the digital era. 
 
Archival representation  
(School of History) 
Aim:  To develop a high level of competency and critical ability in processing collections of 
archives of various age and provenance including automated and web enabled finding aids. 
Scope: One of the key tasks of the archivist is to create a series of finding aids to 
allow for the professional management of archives and for their discovery by users.  
This module introduces students to the theory and practice of archival 
representation, the way in which the archivist establishes physical and intellectual 
control over collections.  It provides a practical introduction to the method for 
describing and arranging traditional textual archives in line with current Irish and 
international standards, in particular the International Standard for Archival 
Description (General) and Encoded Archival Description.  The module explores the 
applicability of ISAD(G) / EAD to the representation of born digital archives. It 
examines the description and arrangement of non-textual material such as 
photographs, maps, sound recordings and film.  In doing this, the module situates 
the key standards for archival description in the context of the broader metadata 
environment and introduces a range of other relevant descriptive standards. The 
module explores ways of maximizing the discovery of archives, particularly focusing 
on the role of indexing and the creation of archival authority records in line with the 
International Standard for Archival Authority Records.  It introduces the software 
options available for cataloguing archival collections, covering proprietary and open 
source systems such as CALM, Adlib, ICA Atom.  
 

 
 
 
 



Deciding what to keep: appraising and acquiring archives 
 (School of History) 
Aim: Demonstrate familiarity with the theoretical framework for carrying out the appraisal 
and acquisition of archives; Critically assess the nature, purpose and application of a range of 
appraisal strategies; Formulate and implement effective and inclusive collecting policies and 
acquisition procedures; Design collection deposit and accessioning protocols for paper and 
digital material.  . 
One of the most challenging and arguably most significant tasks of the archivist is 
managing the process of deciding what records are of continuing value and warrant 
preservation in archives. This module begins with a broad discussion of the ideas of 
collective memory and archival inclusiveness, addressing the issues of whose records 
should be preserved and the relationship of professional archivists to other collectors 
of records, particularly to community archives. The module then focuses on the 
strategies the profession has devised to appraise records, covering use based and 
societal approaches, documentation strategies, macroappraisal and functional 
analysis. Taking a case study approach, the module examines the practical 
application of these strategies to both public and private records and explores their 
continued applicability to the appraisal of digital material. The module introduces 
the frameworks the profession uses to facilitate the acquisition of archives in terms of 
collecting and acquisition policies and deposit agreements. It covers the practical 
issues that can arise when acquiring archives, discusses the role of legislation and 
introduces the processes of accessioning and deaccessioning collections. 

 
Archives and their users: advocacy and the archival gateway 
(School of History)                            
Aim: To develop a high level of competency in stimulating public awareness of archives, in 
providing services for those who use archives or for those who would benefit from their 
availability. 
Scope: The module considers how archives are used, experienced and made 
available, and how the archivist engages with this process, from the provision of 
access to archive collections to proactive and innovative outreach activities.  It 
examines the main ways in which archives are used and experienced: in the research 
room, physical and virtual exhibitions, websites, social media and educational 
projects. The module considers the impact of new technologies in transforming the 
ways in which archives can be communicated to, and enjoyed by, wider audiences. It 
also considers the evolving dynamic between archivist and user, with an increasing 
emphasis on community engagement, user participation and concepts such as the 
‘citizen archivist’.  It highlights the need for policies, standards and evaluation in the 
interaction between the archivist and the user and introduces some of the theoretical 
discussions around access and use, including concepts such as archival intelligence. 
 
 

Managing records and information in public and private organisations  
(School of History) 
Aims: To develop understanding of the significance of records and information to 
organisations; to develop familiarity with the evolution of theories, concepts, laws, standards 
and systems that shape their management; and to critically reflect on the implications of 
people-driven and technology-driven change on records management theory and practice. 
Scope: This module considers the management of records and information, 
increasingly in a predominantly digital form, in public and private sector 
organisations. Records professionals are core participants in their management and 



occupy a defining role whether as records or information managers, in roles 
encompassing combined archival and records management responsibilities, as 
members of a multi-disciplinary information governance team, or in a consultancy 
role. 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 addresses the principal 
issues which impact on the management and keeping of records, the theories, laws 
and standards which underpin these processes, the nature of records, the 
development of effective recordkeeping initiatives and the implementation of 
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. The module also 
considers the role of records as key components of accountability and addresses the 
deliberate destruction of records, manipulation in recordkeeping, as well as 
negligent or inadequate recordkeeping, and the resulting threats to individuals and 
society. 
 
 
Digitising archive collections 
(School of History) 
Aim: To develop competency in the issues and processes involved in the digitisation of 
archival materials through knowledge of best practice standards and practical experience. 
Scope: Digitising collections is a central aspect of the work of archivists in enhancing 
access to collections, fulfilling outreach strategies and in facilitating the long term 
preservation of analogue collections. This module equips students with an awareness 
of the opportunities and challenges of digitisation, alongside an understanding of the 
planning and implementation of digitisation projects based on best practice and case 
studies. Recognising digitisation as a significant investment of time and resources, 
the module examines the process from the early planning stages, through to making 
digitised materials available and ensuring their ongoing management and 
accessibility. Issues addressed include funding, selecting materials to be digitised, 
the management of risks such as copyright, practical issues involved in the 
digitisation process itself, and the potential ways in which digitised content can be 
used. Beginning with a consideration of the theory, principles and knowledge 
underpinning best practice digitisation, students have the opportunity to apply what 
they have learnt and to gain practical, hands-on experience of digitising their own 
material. 
 
. 

Introductory Latin (School of History) 
Aim: To develop basic competency in reading and translating Latin. 
Scope: The increasing significance of religious archives and the decline in proficiency 
in Latin among the users of all archives, religious and secular, has led in recent years 
to an increased demand for archivists with skills to deal with Latin sources. This 
course, based on a standard textbook, covers the principal conjugations, declensions 
and grammatical structures of classical Latin and provides the foundation for further 
independent study of the language.  
 



 
Introduction to Palaeography: Medieval and Early Modern Scripts  
(School of History)                                                  
Aim: To develop competency in identifying transcribing and describing scripts from Roman 
cursive to secretary. 
Scope: This module provides an introduction to medieval and early modern 
palaeography. Using Irish manuscripts and archives as case studies, students will 
learn how to identify, describe and transcribe a series of medieval and early modern 
scripts.  The module sets the development of Irish handwriting in the context of 
broader social and political change within Ireland and explores how Irish scripts 
were influenced by European scribal traditions. In format, the module combines 
university seminars with a series of visits to archives to work on original material. 
 
 
A range of modules taught in the School of Information and Communication are 
open as optional modules to M.A. Archives and Records Management students. A 
selection of these is listed here. Further information about these modules is 
available at 
http://www.ucd.ie/sils/graduateprogrammes/mlisgraddiplis/mlisprogramme/keyfe
atures,54375,en.html 
 
 
Management for Information Professionals (5 credits) 
Aims: On successful completion of this module students should be able to: Understand 
theories, principles, and techniques of contemporary management science and organizational 
behaviour and their application to the environments in which information professionals work. 
Demonstrate core management skills such as project planning, prioritising, and coordination; 
effective written and oral communication and presentation; and critical thinking and 
analysis. Create strategies for key management activities, including contextual awareness, 
mission development, and stakeholder accountability; budgeting and financial management; 
recruiting and retaining staff; marketing and promotion; and developing, implementing, and 
evaluating services and programmes. Think critically and reflexively about their own practice 
and development as emerging professionals in information environments. 
Scope: By choice or by chance, many information professionals find themselves in 
management positions in their organisations. Being able to think critically and 
strategically about the management of resources, people, projects, technology, and 
services is a quintessential skill in a range of organisational contexts. This module 
provides students with theoretical and practical frameworks, tools, and techniques 
needed to thrive in today's changing information environments. Students will be 
introduced to key aspects of management theory and practice, addressing topics 
such as: planning, prioritizing, and strategizing; team working, leadership, and 
change management; evidence-based practice; marketing of products, services, and 
projects; human resources management; fundraising and grant writing; and 
stakeholder relations. 
 
Digital Libraries (5 credits) 
Aims: On successful completion of this module students should be able to: Identify the 
history and current state of digital library programs and activities. Identify best practices for 
digitisation, data visualization, sustainability, user interfaces, sustainability, and search 
facilities in digital libraries. Plan a small-scale, but useful and functional, digital library.  
Discuss the role of librarians and information professionals in the planning, creation and 

http://www.ucd.ie/sils/graduateprogrammes/mlisgraddiplis/mlisprogramme/keyfeatures,54375,en.html
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management of digital libraries. Analyze and appreciate the role of digital libraries in 
widening access to information. Evaluate the potential and uses of new media, user-generated 
content, data and data repositories, and other emergent topics. 
Scope: Mobile technologies, new media, and pervasive computing are shifting the 
ways we think about digital libraries.  They are no longer just "online", but offer 
exciting possibilities for integrating the real world and the virtual world.  This 
module will examine the concept of digital libraries and examines the technical, 
managerial and social issues associated with the concept of digital libraries.  Topics 
will include the evolution of digital libraries; their social, technical, and related 
dimensions; the creation and management of digital resources, including data and 
data repositories; and digital library services, use, and users.  Students will be asked 
to think creatively, work collaboratively, and contribute to the state of the art in 
digital library development and research.   
 
 
1.4 Assessment 
All modules are examined by course work, or by course work and class room tests. 
No end of semester examinations are held. 
 
 
1.5 Teaching location and facilities 
All teaching takes place in University College Dublin, Belfield, Dublin 4. Most of it 
will take place in the UCD School of History in the Main Library building or in the 
Newman building. Some modules are taught in the School of Information and 
Communication. Taught classes are generally held during the day and are shared 
with students taking other courses.  Some modules entail visits to off campus 
locations.   
 
 

1.6 Semester and other dates  
Semester I: 12 Sept-2 Dec 2016 
Semester II: 23 Jan-28 Apr 2017 
Dissertation submission: July 2017. 
 
Note: The teaching semester is part of the semester. The full semester can be 15 weeks to 
facilitate other course related activities. 

 
 


