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HOURS: L ec tu re: 2 L ab/S hop: 2 W orkExp/C linic al: 0 C red its : 3

COURSE DESCRIPTION:

This c ou rs e inc lu d es the c reation, maintenanc e, protec tion, s ec u rity, and d is pos ition ofrec ord s
s tored in avarietyofmed iaforms . Topic s inc lu d e alphabetic , geographic , s u bjec t, and nu meric
filing method s . Upon c ompletion, s tu d ents s hou ld be able to s etu p and maintain a rec ord s
managements ys tem .

PREREQUISITE(S): N O N E

COREQUISITE(S): N O N E

TEXTBOOK(S) & OTHER SPECIAL REQUIREMENTS:

Read , Ju d y and M ary L ea Ginn. Rec ord s M anagement. 9th ed . C lifton P ark, N Y : S ou th-
W es tern Ed u c ationalP u blis hing, 20 10 .
IS B N #: 97 8 0 538 7 31416

STUDENT LEARNING OUTCOMES:

Upon s u c c es s fu lc ompletion ofthis c ou rs e, the s tu d entwillbe able to:

1 . A pply bas ic princ iple proc ed u res offilingand rec ord s s torage and c ontrol.
2 . D emons trate knowled ge ofalphabetic , nu meric , geographic , and s u bjec tfilings ys tems

throu ghthe u s e ofa prac tic e s et.
3. C orrec tly s pelland d efine rec ord s managementvoc abu lary.
4. A pply ethic aland legalru les and princ iples related to rec ord s management.
5. C orrec tly ind ex, c od e, and alphabetize pers onaland bu s ines s names .
6. C orrec tly file c orres pond enc e in s u bjec t, nu meric , and geographic filings ys tems .
7 . P repare and arrange c ros s -referenc es forpers onaland bu s ines s names .
8 . Id entify the s torage equ ipmentand s u pplies u s ed forrec ord s s torage.
9. Explain the ad vantages and d is ad vantages ofa rec ord s s ys tem .
1 0 . Explain on-s ite and off-s ite s torage s ys tems .
1 1 . C ompare this c ou ntry’ s rec ord keepingproc ed u res to thatofa foreign bu s ines s and how

theirproc ed u res d ifferfrom this c ou ntry’ s .

EXPLANATION OF SYLLABUS:

The S tu d entL earningO u tc omes lis ted in this s yllabu s are thos e req u ired ac tions thatas tu d ent
who s u c c es s fu lly c ompletes the c ou rs e mu s tbe able to perform orexhibit. The ed u c ational
experienc e, however, is a two-way, interac tive proc es s involving both the s tu d entand his /her
ins tru c tor. The s tu d entmu s tplayan ac tive role in the learningproc es s in ord erto be s u c c es s fu l.
Eac h Ins tru c torwillprovid e an Ins tru c tor’ s C ou rs e Req u irements d oc u mentatthe firs tc las s
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meetingexplaininghow he/s he meas u res eac hofthe S tu d entL earningO u tc omes lis ted in the
s yllabu s . A s tu d entwho is u nable to ac c omplis hthe ou tc omes willnotrec eive a pas s inggrad e
in the c ou rs e.

The information in this RC C S yllabu s may notbe ac c u rate beyond the c u rrents emes ter.
Textbooks and other c ou rs e materials are s u bjec tto c hange. S tu d ents s hou ld verify the
textbooks atthe firs tc las s meetingwiththeirins tru c torpriorto pu rc has ing.

RCC ATTENDANCE POLICY:

Regu larattend anc e is c ons id ered es s entialto realize c ou rs e ou tc omes . Ru les on attend anc e,
tard ines s , and leaving c las s early are ad d res s ed in eac h Ins tru c tor’ s C ou rs e Requ irements
d oc u ment.

N o matterthe bas is forabs enc e, s tu d ents are held ac c ou ntable forac ad emic ac tivities , and
fac u lty may req u ire s pec ialworkortes ts to make u pformis s ed c las s es .

W hen c ou rs es are d elivered throu gh online ins tru c tion (D L orD is tanc e L earning)orthrou gh a
c ombination of trad itionalc las s room and online ins tru c tion (hybrid ), c las s partic ipation is no
les s important, thou ghits meas u rementmay be s omewhatd ifferent.

The N u rs ing D epartment’ s req u irementrelated to attend anc e exc eed s the c ollege polic y.
N u rs ings tu d ents are requ ired to attend 90 % ofc las s es , labs , and c linic als . A tthe d is c retion of
the ins tru c tor, a written as s ignmentor makeu p c linic almay be given for hou rs mis s ed
d etermined to be u navoid able.

RCC GRADING SYSTEM:

Ric hmond C ommu nity C ollege employs a s ys tem of lettergrad es and c orres pond ing qu ality
points pergrad e to evalu ate as tu d ent’ s performanc e in meetingthe s tated goals and objec tives
foreac hc ou rs e. **

SECURITY AND SAFETY PROCEDURES:

RC C ’ s u pgrad ed s ec u rity proc ed u res requ ire alld oors to be loc ked atc las s s tart-time.

A lls tu d ents , fac u lty, s taff, and vis itors mu s twearvis ible id entific ation (ID )bad ges . Id entific ation
bad ges s hou ld be worn on the frontofc lothing. RC C employees c an s top, res tric t, and remove
from any s c hool-related ac tivity orfu nc tion anyone who d oes notd is play an ID bad ge.

STUDENTS WITH DISABILITIES:

Ric hmond C ommu nity C ollege c omplies with the A meric ans with D is abilities A c tand S ec tion
50 4 ofthe Rehabilitation A c t, whic hreq u ire thatno qu alified s tu d entwithad is abilitybe exc lu d ed
from partic ipation in orbe d enied the benefits of any s ervic es , programs orac tivities on the
bas is of his or her d is ability. If ac c ommod ations in the c las s room and /or in extrac u rric u lar
ac tivities are requ ired , the s tu d entis enc ou raged to c ontac tthe D is ability S ervic es C ou ns elor
in S tu d entS ervic es prior to the s tartof the s emes ter; however, a s tu d entmay requ es t
ac c ommod ations atanytime. Reas onable ac c ommod ations maytake u pto three (3)weeks to
implement. Ric hmond C ommu nity C ollege is c ommitted to provid ing s u pportand s ervic es to
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s tu d ents with d is abilities to help them obtain a qu ality ed u c ation and to reac h their goals .
A s s is tanc e is provid ed , as nec es s ary, and is intend ed to helps tu d ents partic ipate in and benefit
from the programs and ac tivities enjoyed by alls tu d ents .

WITHDRAWAL:**

S tu d ents may withd raw from Ric hmond C ommu nity C ollege c ou rs es atany time. H owever,
d epend ing u pon whatpointin the s emes terthe s tu d entwithd raws from a c ou rs e may have
c ons eq u enc es forthe s tu d entiftheyare rec eivinganyform offinanc ialaid , s c holars hips , and /or
veterans benefits .

In ord erto formally withd raw from a c ou rs e, the s tu d entmu s tc omplete a S tu d entW ithd rawal
Form . The s tu d entis enc ou raged to read throu gh the refu nd polic ies , and d is c u s s the impac t
ofwithd rawingwiththeirins tru c tor, ad vis or, financ ialaid s taff, and /orVeterans ’ C oord inator.

Ind ivid u alins tru c tors may have attend anc e req u irements in ind ivid u alc las s es . The ins tru c tor
willnotify the s tu d entifthey are atris kofbeingwithd rawn from an ind ivid u alc ou rs e d u e to the
attend anc e req u irements ou tlined on the Ins tru c tor’ s C ou rs e Requ irements foran ind ivid u al
c ou rs e. The ins tru c torwillnotify the s tu d ent’ s ad vis or, financ ialaid s taff, and /orthe Veterans ’
C oord inatorifan ins tru c torinitiated s tu d entwithd rawalis imminent.

A withd rawaloc c u rringbefore the 10 % c ens u s reportingperiod end s forthatc ou rs e willnotbe
inc lu d ed on the s tu d ent’ s trans c ript.

A withd rawaloc c u rring afterthe 7 5% pointofthe c ou rs e time-frame willrec eive eithera “W P ”
or a “W F”. A “W P ”grad e is given to a s tu d entwho is pas s ing the c ou rs e atthe time of
withd rawal. A c ou rs e forwhic h a “W P ”grad e is given willbe c ou nted as an attempted c ou rs e.
A “W F”grad e is given to a s tu d entwho is notpas s ing the c ou rs e atthe time ofwithd rawal. A
c ou rs e forwhic h a “W F”grad e is given willc ou ntas an attempted c ou rs e and willbe c ou nted
as an “F”in c ompu tinggrad e pointaverages .

**Please refer to the online version of RCC’s Catalog & Student Handbook for current academic
and general policies.


