
INFO 7401: Archival Appraisal, 
Arrangement, and Access
Spring 2026

Wednesdays, 4-6:30 PM

In-person, RO-300i, Benjamin Rosenthal Library 
Instructor: Caitlin Colban-Waldron (she/her)



Welcome!



About the course

INFO 7401/LBSCI 730 is the introduction to archival 
practice, and is usually paired with or precedes INFO 
7400/LBSCI 732.

● 7401/730 is practice, or the HOW (we do the 
job) and the WHAT (we do) of archiving

● 7400/732 is theory, or the HOW (we think 
about archives) and the WHY (we archive) of 
archiving

It is a broad course! We will move quickly and cover 
a lot of ground. It is intended to be the launch pad 
into other, more specialized work/courses.



Learning objectives:
or, what are we trying to do here?



Understand the basics of archival 
practice.

Learning objective #1



Implement foundational knowledge 
towards practical archival appraisal, 

processing, and access work.
Learning objective #2



Discuss and critically engage in 
current issues related to archival 

practice.
Learning objective #3



Communicate importance of archives 
in professional and external contexts.

Learning objective #4





Course website
www.introtoarchives.com 

(info7401.commons.gc.cuny.edu)

This is a Zero-Cost Textbook 
class. ALL readings will be 
accessible through the 
website.

http://www.introtoarchives.com


Course overview

14 class meetings, each class session 
covers a different topic

● Unit one: foundations
● Unit two: appraisal
● Unit three: arrangement
● Unit four: access



Class structure

1. Lecture (30-50 
minutes)

2. In-class discussion 
(45 minutes)

3. Practicum (remainder)



Assignments

Practicum: 20%
4 hands-on exercises/deliverables in appraising and arranging materials, 
describing archival collections, and addressing hypothetical “real-world” 
scenarios re: archival management.

Each deliverable REQUIRES a 200-500 word reflection in addition to specific 
requirements. If you do not include a reflection you will automatically lose 3 
points.



Assignments

Papers and projects: 40%

Finding aid analysis: 20 points

Access and use project: 15 points

Presentation (for access and use project): 5 points



Assignments

Annotations: 25%
Using the annotation tool Hypothes.is, you will engage with the required 
readings listed in the course schedule (available through course website). You 
are required to contribute at least one comment of substance and at least one 
thoughtful reply on each week’s required reading(s) for full points.

You have the option of utilizing ONE skip week with no penalty. You will still be 
required to complete the readings, but formal annotations (comments AND 
replies) will not be checked. 



Assignments

Class participation: 10%
Includes ungraded assignments like the welcome post, plus overall evaluation 
of the following areas:

● Preparation for class
● Frequency of participation in class
● Quality of comments
● Listening skills
● Classroom conduct and respect for others



Assignments

Discussion lead: 5%

Each student will be responsible for leading one class discussion (due to class 
size, two students may be discussion leads at one time).

I will post the discussion lead schedule on the assignment page, and will not be 
reminding you before your selected time slot. Please be prepared!



A note on grading



Course/GSLIS 
Policies

● Accessibility and 
accommodations

● Attendance and late work
● Office hours
● Respect

○ Recording and photography 
in the classroom

○ Name/pronoun statement
○ Safe 

zone/diversity/immigration 
resources statement

● Plagiarism, academic integrity, 
and AI



Course/GSLIS 
Policies 1. Respect

2. Consideration
3. Reciprocity



Contact

Email:

● caitlin.waldron@qc.cuny.edu
● caitlinmariewaldron@gmail.com

Phone:

● (516) 382-6632

Office hours: To book time with me, either email me 
directly or use my Outlook Booking Page (preferred)

● By appointment only and by phone, zoom, or 
in-person

● RO-317 in library
● Course questions, career, GSLIS, archives in 

general

mailto:caitlin.waldron@qc.cuny.edu
mailto:caitlinmariewaldron@gmail.com
https://outlook.office.com/bookwithme/user/b1b632efb04443d18ab98425314de8ef@qc.cuny.edu?anonymous&ep=plink




Hypothes.is annotation 
demonstration and set-up



Hypothes.is annotation requirement–Week 2

Required reading #1: 

Terry Cook’s “Evidence, Memory, identity, and 
community: four shifting archival paradigms“

1 ORIGINAL annotation

1 REPLY annotation

Required reading #2: 

Michelle Caswell’s “‘The archive’ is not an 
archives’: on acknowledging the intellectual 
contributions of archival studies”

1 ORIGINAL annotation

1 REPLY annotation



Example original annotation



Example reply annotation



Practicum exercise






