BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION
Course Number:

OFTC 1666

Course Title:

Records Management

Credit Hours:

3

Prerequisite:

None

Division/Discipline:
Workforce Training & Community Education
Course Description:
A study of alphabetic, numeric, subject, and geographic filing systems.  Filing equipment, procedures for charge-out and follow-up, and methods of transfer will be introduced.

II. INSTRUCTOR INFORMATION

III. COLLEGE POLICIES
Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 
Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 
The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 
Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.
IV. COURSE AS VIEWED IN TOTAL CURRICULUM

Because most office workers are responsible for maintaining business records, the preparation of individuals for employment in a modern business office should include opportunities to develop knowledge of the skills and procedures needed to perform the common sorting, filing, and retrieval tasks.

In the office, the creation and storage of business records are the greatest consumers of space, salaries, and equipment.  The records must be arranged systematically according to a storage plan and procedure that will make it possible to find papers and other records immediately when requested.  Much time, effort, and money is wasted when records cannot be produced when needed for reference.
This course will provide an opportunity for the student to develop a foundation in the methods and systems of filing, retrieving, and storing business records, to gain knowledge of equipment and organizational structures, and to learn the fundamental operating procedures and controls for records management programs.

V. ASSESSMENT OF STUDENT LEARNING
Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.

Course Outcomes, Competencies, and Supplemental Competencies:

This course is intended to:

A. Demonstrate the necessary traits and attitudes for becoming a successful office worker by assuming responsibility for promptly completing assignments, always being in attendance, and creating an atmosphere of enthusiasm and cooperation.
B. Analyze a filing system and recognize the method of filing that is used.
1. Describe basic filing systems.

2. Describe basic filing equipment

3. Describe visible index, rotary wheel, tickler

4. Describe vertical file system.

5. Identify procedures to establish efficient system.

6. Analyze computer software filing systems.

C. Properly index and code individual's names, business name, and other names.
1. File correspondence by each of the following methods: Alphabetic, numeric, geographic, and subject.

2. Apply the rules of chronological filing when using any one of the other four filing methods.

3. Demonstrate indexing, coding, and cross referencing.

D. Scan correspondence, code it properly, cross-reference it correctly, file it correctly, and find it easily.
1. Follow correct procedures of charge out, follow up on materials charged out, and transfer correspondence from active to inactive files when appropriate.

2. Develop master lists of stored items.

3. Demonstrate creating, storing, retrieving files.

4. Demonstrate record retention and disposition.

E. Identify the methods and equipment to be used for filing non-correspondence records.
1. Identify the methods and equipment to be used for filing non-correspondence records.

2. Identify computer equipment and software.

3. Demonstrate the use of computerized filing systems.

4. Demonstrate basic computer skills.

5. Apply filing skills to computerized systems.
VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOK AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS

XI. COURSE OUTLINE

