
| Corporate Records Management (RM) Program | High-Level Timeline | 2017-18 School Year
| Plotting major program ACTIONS within their respective FOCUS AREAS against Generally Accepted Recordkeeping Principles (GARP) and the GARP Maturity Model

GARP Maturity Model

Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4

2013 - 2014 School Year2012 - 2013 School Year 2014 - 2015 School Year 2015 - 2016 School Year 2016 - 2017 School Year 2017 - 2018 School Year

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

A
ccountability

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

A
ccountability

R
etention

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

R
etention

D
isposition

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

D
isposition

Integrity

Transparency

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

Integrity

Transparency

Protection

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

Protection

A
vailability

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

A
vailability

C
om

pliance

G
e

n
e

ra
ll
y

 A
c

c
e

p
te

d
 R

e
c

o
rd

k
e

e
p

in
g

 P
ri

n
c

ip
le

s
 (

G
A

R
P

)

Sep | Oct | Nov Dec | Jan | Feb Mar | Apr | May Jun | Jul | Aug Sep | Oct | Nov Dec | Jan | Feb Mar | Apr | May Jun | Jul | Aug Sep | Oct | Nov Dec | Jan | Feb Mar | Apr | May Jun | Jul | Aug Sep | Oct | Nov Dec | Jan | Feb Mar | Apr | May Jun | Jul | Aug Sep | Oct | Nov Dec | Jan | Feb Mar | Apr | May Jun | Jul | Aug Sep | Oct | Nov Dec | Jan | Feb Mar | Apr | May Jun | Jul | Aug Sep | Oct | Nov Dec | Jan | Feb Mar | Apr | May Jun | Jul | Aug

2012 2012        2013 2013 2013 2013 2013        2014 2014 2014 2014 2014        2015 2015 2015 2015 2015        2016 2016 2016 2016 2016        2017 2017 2017 2017 2017        2018 2018 2018 2018 2018        2019 2019 2019

C
om

pliance

Prepared by CBE ITS Technology Solution Design in consultation 

with the Records Management (RM) Program.
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Records Warehousing 
Only Era Future Records Management 

85 

AR’s for Student Records & Archives  

Provision of Official Student Record (OSR) folder for Kindergarten & New Reg. (32 schools) 

Site visits to establish standard RM taxonomy 

Investigate feasibility of using vendor's supporting software 

RM Enterprise Document Management Solution (EDMS) - Cloud Functionality Investigation 

RM Comm Plan Dev & Approval 

Develop RM Guidance/Summary Documentation 

Board Minutes Scan Project 

Requirements for Storing, Managing & Resourcing Archives 

Archives Physical Infrastructure Requirements 

Seek Grants/Funding - Archives Re-establishment 

Archives Space Requirements & Design 

Inventory, Assess, Sort & Relocate Archives 

Offsite Storage RFP  

Load new CRS into RecMan System 

Relocate HW Riley Records Analyze and reclassify in RecMan System 

Migrate remaining data from old schedule to new CRS   

Level 2 - In Development Level 3 - Essential 

                                                                                                              Continual Enhancement and Maintenance of RecMan System 

Relocation of Active/Semi Records to Offsite  

Information Governance                                                                                                                                                       Information Governance 

Electronic Document Management Pilot (Cloud) 

Include up to date RM Practices in school opening and closure documentation 

GOVERNANCE 

ARCHIVES 
& 

ARTEFACTS 

STORAGE 
& 

DISPOSITION 

TRAINING 
& 

AWARENESS 

TECHNOLOGY 

CLASSIFICATION 
& 

RETENTION 

Develop CRS Web Content 

CRS Review & Updating 

File Law Legal Review on a 3-year cycle 
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RM Solution Investigation: In-house SharePoint, or 3rd Party SharePoint, or Full EDMS/ERMS 

Develop and establish New Employee RM Orientation 

RM Program Protocols 

Develop Protocols for Archives Management & Use 

Completed Activities 

Establish Custody & Control Protocols 

Establish Active Disposition Protocols 

RM Spot Audits (schools) RM Spot Audits (schools) RM Spot Audits (schools) 

Education &Training (E&T) on CRS, governance and expectations 

Investigate  the creation/adoption of a CBE meta-data standard 

Continual RM Communications 

September 
2014 / 2015 

September 
2014 / 2015 

September 
2016 / 2017 

September 
2016 / 2017 

Quarterly Board Reports 

SA Convention, 3 Area Offices, Student Learning 

Second reconfiguration for CRS 

Arrows reflect estimated activity completion, but not start time 

Obtain Archival Training for RM Staff 

CRS Review & Updating 

Develop Records Management AR 

Partial HR Records Reclassification & Migration to CRS 

Develop School File Plan 

Archival Training for remaining RM Staff 

Develop and implement RM Training Videos 

Inventory of School Records (24 schools) 

School Training (77 schools) School Training (90 schools) 

Inventory/RM Support (97 schools) 

CRS Review & Updating 

Review Draft Records Management AR 

RM & Archive Protocols Continuous Improvement 

Verify Process/Security for Offsite Storage 

Offer RM Support for Schools & SU Records 

Pilot OSR folder 

Complete School Training 

RM Site Redesign on CBE insite 

Establish Formal On-Going System-Wide RM Training 

OSR Folder System-wide Roll-out 

Develop Draft RM Accountability Framework 

Level 4 - Proactive 

External CRS Review & Updating CRS Review & Updating 

RM Assessment / Spot Audits (Schools/SU) RM Spot Audits (Schools/SU) 

OSR Folder Continuous Support 

~34 Schools all grades on OSR 

Establish Initial Vision, Direction, and Standards for Electronic Storage 

Build Electronic Records Awareness 

Archives Space Construction 

Continue hands-on RM Support for Schools & SU Records 

On-Going System-Wide RM Training 

Continue Hands-on Training - 15 Schools 

Ongoing E&T on CRS, governance and expectations 

CLASSIFICATION & RETENTION 

TECHNOLOGY 

TRAINING & AWARENESS 

STORAGE & DISPOSITION 

ARCHIVES & ARTEFACTS 

GOVERNANCE 

Planned Activities Ongoing Operational Activities 

Level 5 - Transformational 

Build out Space 

Engage SUs about thier Unclassified Records Continue SU Records Reclassification & Migration to CRS 

Continue to Engage Schools & SUs about Records Dispositions 

Streamline SIRS, HR, & Finance records processes as per Audit recommendations 

OSR Folder Continuous Support 

Continue Support of School OSR conversion 

Assess Cloud Service Implications for RM 

CRS Review & Updating 

RM Assessment / Spot Audits (Schools/SU) 

On-Going System-Wide RM Training 

Propose Records Management AR 

Seek approval of RM Accountability Framework 

Level 1 - Sub-Standard 

68 Schools all grades on OSR 

Continue to engage SUs about unclassified records 

Continue hands-on RM Support for Schools & SU Records  

Continue Hands-on Training for Schools 

Ongoing E&T on CRS, governance and expectations 


