Maggie Foran


Managing the Organization’s Records

Spring 2006

Quarterly Project Summary

Developing a File and Records Retention Plan for the Certification Office of MIT

Original Plan: Develop Records Plan for the MIT Program

Original spur: inherited Ad hoc system of files when began position as Advising and Certification Specialist with MIT in late Aug. 2002. Have made modifications to filing system based on intuitive sense of what records to group together, and grouping like records for ease of access. Began sifting through some historical graduate programs records (including some MIT records) in Graduate programs lounge summer 2005. After discarding some materials that seem outdated and no longer relevant, began to question whether there were any guidelines I should be following for retention and destruction. Found Evergreen’s Records Retention Schedule on college’s website. Also made inquiries to Randy Stilson, college archivist. Took one day state training Dec. 9, 2005 on “Introduction to Electronic Records Management.” Found this training “over my head” as far as vocabulary and concepts, recognized I needed some basics on types of records, filing systems, etc. before beginning to worry about implementing an electronic RM system. Thus, signed up for this course.

Scope: narrowed to developing plan for certification officer’s records only 

Rationale:

1. Under my control

2. Contains program records required to be kept by the State of Washington

3. Discovered after a quick inventory of the certification officer’s records that there was plenty to do without adding in the records of the Field Placement Officer and the MIT Director 

Identify what are Records and Conduct Inventory:

Physical – within office

1. First five drawer file cabinet

2. Second five drawer file cabinet

3. Third five drawer file cabinet

4. Desk file drawer

5. Closed bookshelf

6. Archive boxes

7. Archive boxes in storage

8. Reference materials

Electronic –

1. On desktop

2. On hard-drive

3. On Hurricane server under Graduate Programs

Documents and Resources Consulted:

1. The Evergreen State College Records Retention Schedule

http://www.evergreen.edu/library/recordsmanagement/RecordsSchedules/CurrentRS.htm
The MIT Program’s records per this schedule fall under the purview of:
Academic Vice President and Provost

  Academic Deans

    Graduate Programs

      MIT

However, there was no on- schedule available. Need to check with in Academic Deans area for paper version if available. I found some useful information in another section of the records schedule under:

V.P. for Student Affairs
 Enrollment Services

 Admissions (guidance on saving applications, inquiry cards)

 Financial Aid (guidance on saving scholarship applications, scholarship records)
 Registration and Records (guidance on saving transcripts)

2. General Retention Schedule for Washington’s Community and Technical College System (have heard new one in development, but only Feb. 1998 one available on-line) http://www.sbctc.ctc.edu/docs/generalretentionschedule.pdf
Most useful, found 50 applicable categories.

3. State’s Government Agencies General Records Retention Schedule – Nov. 2005

4. Guidelines for College and University Archives – the society of American archivists

5. OSPI Essential Records Protection Plan – 2001

6. Typical Records Management (RM) Functions and Typical RM Program Activities; Survey of Baseline Organization Information; from US National Archives and Records Administration 

7. Connie Reichel, certification specialist, OSPI

Create Draft File Plans

Paper Files – draft in process

Electronic Files – to do over summer, need to group records in appropriate files, determine appropriate drive they should be on

Draft Records Retention Schedule

(see attached)

Check with supervisor, Academic Deans area, college archivist

See if records series numbers already assigned for MIT

See if records transmittal forms available

Develop Disaster Recovery Plan

Any guidance from College’s plan?

Avoid duplication with OSPI plan

Create Management Manual

Summary: There is much left to do.

a) I have identified several additional people in records management in Professional Education and Certification at OSPI to interview, and to see the records schedule(s) they follow.

b) I also plan to talk with Susan Cahill, certification specialist at Western Washington University, to determine what records schedule she followed in archiving some teacher certification files this past year. Susan and I also plan to do a workshop on this topic at the statewide annual certification conference in October. 

c) I am in the process of rearranging paper files and trying out my draft file plan for paper records. I will be archiving MIT 2000 and 2001 student files.

d) I will need to clean up my electronic records, group into appropriate folders, delete unnecessary ones, and determine and implement appropriate servers to back them up on. Create a file plan. 

e) I need to have my draft records retention schedule reviewed by appropriate authorities before finalizing and implementing. 

f)I need to determine if I need a separate disaster recovery plan for MIT records, or if following the college’s plan is adequate.

g) I need to create a Records management manual with: general policies and procedures; information on records distribution, maintenance and use with in the certification office of MIT; records retention schedules; and administrative responsibilities. 

