
Group languages

You can consult this information at the  of theend
document.

Contact lecturer

anahi.casadesus@uab.catEmail :

Anahí Casadesus De MingoName :

2026/2027Appraisal and Process Engineering

Code: 45545
Credits: 6

Degree programme Type Course

Archival Studies and Information Governance OB 1

Teaching staff

J. Rafel Roig Subirats

Prerequisites

None.

Objectives

There are two different formative lines: appraisal (L1) and process engineering (L2). These are the objectives:

L1. Appraisal

Introduce the tecnniques for appraisal to students.
Bring students practical experiences for them to implement appraisal in any organization.

L2. Process engineering

Introduce students to process engineering techniques and tools in conjunction with document and data
management.
Bring students reference experiences in process engineering.
Provide students with the necessary practical knowledge to be able to participate in process
engineering.

Learning outcomes

CA13 (Systematise the administrative and work processes, procedures and circuits of an organisation
based on documentary and context analysis.) Systematise the administrative and work processes,
procedures and circuits of an organisation based on documentary and context analysis.
CA14 (Revise and improve the specific administrative circuits and documentary requirements of an
organisation.) Revise and improve the specific administrative circuits and documentary requirements of
an organisation.
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an organisation.
CA15 (Detect documentary risks in an organisation's information management.) Detect documentary
risks in an organisation's information management.
KA21 (Recognise business functions and procedures to determine the documentary requirements,
needs and risks of organisations.) Recognise business functions and procedures to determine the
documentary requirements, needs and risks of organisations.
KA22 (Identify analysis methodologies and techniques for the design and improvement of administrative
production and documentary circuits.) Identify analysis methodologies and techniques for the design
and improvement of administrative production and documentary circuits.
KA23 (Interpret procedure manuals, work protocols, flow diagrams, general circuit diagrams and
documentary paths.) Interpret procedure manuals, work protocols, flow diagrams, general circuit
diagrams and documentary paths.
SA15 (Apply methods to guarantee the authenticity, integrity, reliability and usability of documents
based on the analysis of administrative circuits.) Apply methods to guarantee the authenticity, integrity,
reliability and usability of documents based on the analysis of administrative circuits.
SA16 (Apply document management standards to documentary analysis in organisations.) Apply
document management standards to documentary analysis in organisations.
SA17 (Analyse administrative processes and circuits and work procedures in organisations.) Analyse
administrative processes and circuits and work procedures in organisations.

Contents

There are two different formative lines: appraisal (L1) and process engineering (L2).

L1. Appraisal

Introduction to appraisal

Requirements, risks and appraisal for managing records

Deming cycle or PDCA

Records management processes and controls

Appraisal process

L2. Process engineering

Introduction to process engineering.

Process diagramming.

Intersection of the catalog of processes anc activities with the process engineering.

Application of the documentary, technological, data and indicator management model to process
engineering.

Practical cases.
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Learning activities and methodology

Title Hours ECTS Learning outcomes

Class 42 1.68 CA13, CA14, CA15, KA21, KA22, KA23, SA15, SA16, SA17

Practical exercises 36 1.44 CA13, CA14, CA15, KA21, KA22, KA23, SA15, SA16, SA17

Readings 25 1 CA13, CA14, CA15, KA21, KA22, KA23, SA15, SA16, SA17

A detailed schedule outlining the content of each session will be presented on the first day of the course and
will be available on the course's Virtual Campus, where students will find all teaching materials and necessary
information for eƯective course monitoring. Should the teaching modality change for reasons of force majeure
according to the competent authorities, the teaching staƯ will inform students of any modifications to the
course schedule and teaching methodologies.

For this course, the use of Artificial Intelligence (AI) technologies is permitted exclusively for bibliographic or
information searches, text correction, or translations. Students must clearly identify any parts generated with
these technologies, specify the tools used, and include a critical reflection on how AI has influenced the
process and final outcome of the assignment. Failure to disclose the use of AI in this assessed activity will be
considered a breach of academic integrity and may result in a partial or total penalty to the assignment grade,
or more serious sanctions in severe cases.

Note: The course content will be sensitive to issues related to gender perspective and the use of inclusive
language.

Annotation: within the schedule set by the centre or degree programme, 15 minutes of one class will be
reserved for students to evaluate their lecturers and their courses or modules through questionnaires.

Assessment

Continuous assessment activities

Title Weight Hours ECTS Learning outcomes

Punctuality 10% 0 0 CA13, CA14, CA15, KA21, KA22, KA23, SA15,
SA16, SA17

Case studies 30% 10 0.4 CA15, KA21, SA15, SA16

Engineering a procedure chosen by the
student

50% 35 1.4 CA13, CA14, KA22, KA23, SA15, SA17

Class presentation 10% 2 0.08 CA13, CA14, CA15, KA21, KA22, KA23, SA15,
SA16, SA17

Assessment is continuous. Single assessment is not considered.

There are two different formative lines: appraisal (L1) and process engineering (L2). The continuous evaluation
and recovery activities are specified below:

L1. Appraisal

In case of failure, it is mandatory to develop a theoretical-practical work in the field of study, to be

decided by the professor.
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decided by the professor.

L2. Process engineering

For a better acquisition of knowledge, the evaluable practice consisting in the engineering of a process
chosed by the student, will be carried out progressively according to the explanations and the practical
cases analyzed in classes
There are partial deliveries. These are not mandatory but recommended since a theoretical-practical
follow-up of the subject will allow the acquisition of knowledge to be adequately achieved. They will be
taken into account in the final assessment of the practical activity.
The students will present their practice in class so that the correction and the debate generated will
enrich the knowledge of the group.
Alternatively, the student can submit all the practice at the end of the subject without directly applying
punctuality percentage of the grade.
In case of failure, the student must choose another procedure and perform its engineering. This activity
must be done individually.
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Course groups and languages

The information provided is provisional until November 30. After this
date, you will be able to consult the language of each group through
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CODE

Type of teaching Group Language Semester Shift

(TEm) Theory (master) 1 Catalan first semester afternoon

L2. Process engineering

Guidelines for the improvement and simplification of the processes of the Administration of the
Generalitat de Catalunya - Module II. Analysis and simplification of processes, version 1 published in
February 2012.
Manual for Administrative Simplification and Burden Reduction for the General State Administration,
published in September 2014.
Manual of administrative simplification and streamlining of procedures of the Junta de Andalucía.
Published by Ministry of Justice and Public Administration. Edition date: January 2010.
Administrative circuits, design and improvement. Simplification and efficiency for e-Administration.
Antoni Puig-Pey / Pere Guiu / Helena Agramunt.Association of Archivers and Managers of Valencian
Documents & Tiravol
ISO9001 Process Management.
Management by processes and operational risk. Jose Manuel Pardo Alvarez. AENOR Editions.
Administrative simplification guide. (2020). Castilla and leon meeting.
Guide for the implementation of the simplification of administrative procedures (2015). EUDEL.
Guiu, P. J., Puig-Pey, A., Fontanet, M., Mauri, A., & Perpinyà, R. (2013). Simplification of the
administration and redrafting of administrative files to unify procedures, standardize documentation and
reduce information contingents. (E. d. Catalunya, Ed.)
Administrative rationalization and simplification manual. (2015). Castilla la Mancha.
Manual of administrative simplification of the Principality of Asturias. (2017). Asturian Institute of Public
Administration.
Manual of administrative simplification and streamlining of procedures of the Junta de Andalucía.
(2010). Junta de Andalucía.

Software

L2. Process engineering

1. Bizagi: https://www.bizagi.com/es
2. Draw.io: https://app.diagrams.net/
3. Microsoft Visio: https://www.microsoft.com/es-es/microsoft-365/visio/flowchart-software
4. Smart draw: https://www.smartdraw.com/
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