Notes – 12/4/01 Records Management Committee meeting, Coordinators’ morning session on Training

Conclusions:
1. Training in records is needed. 

2. Simple awareness about records -- the fact that there are policies and guidelines -- is needed, too.

3. We probably need to balance what depth of training we think people need, with what they’re realistically going to embrace.

4. The training mandate varies from one UC location to another. 

5. The certification environment also varies (most locations do not seem to have). 

6. Despite this, it seems there is a role that UCOP can play centrally in providing a clearinghouse for training and/or to increase awareness about records issues.

7. Some training will be very specific to the local practices and cultures of the individual campuses/UCOP, but a number of topics should lend themselves to general treatment that we can agree upon as a group.

8. Interactive workshops are better received by attendees than lectures. 

9. Tolerance for a lot of detail may be limited; many are looking for the “magic bullet” (or a live advisor on the other end of the phone to tell them what to do).
10. There may also be cultural issues to combat. For instance, some offices at some locations may be aware of records retention policies but loath to follow them, because historically they could not trust the Office of Record to come through when they needed a copy, and so forth. Such matters would seem to be beyond the scope of our group.

11. Materials that are posted for central access (linking to, etc.) by UCOP should be on the official IR&C site (Associate VP Campbell’s organization), rather than the RM Committee site, which is more of a working site.

12. (New - added from UCSF comments: Gee & Westbrook) The product of the disposition schedule revision/remaking must be the foundation of future activities and as a Committee we must not get too far ahead with training, at the expense of the Schedules timetable.

Ideas:
1. Develop a set of “Cheat Sheets.” Possible topics:

· File organization, labeling, disposal

· Guidelines for departmental financial record-keeping

· Guidelines for departmental budgetary record-keeping

· Managing your email

· Personnel files

· Contract and grant record-keeping 
· Electronic files (general) – structuring directories, naming conventions

(outside expertise would be needed for some or all of these topics)
2. Commit training workshops, and/or interactive modules, to CD and distribute.

3. Get the word out locally by presenting to (or sending materials to) new hire orientation sessions.

4. A prime audience to target might be attendees at the Business Officers Institute.

5. Develop records management FAQs (either locally or centrally).

6. Track down existing investments in Web-based training tools within the (UC) administrative arena; see if we can piggyback on any such initiatives.

Action items:
1. Investigate Business Officers Institute as a forum for building awareness  -  Williams

a. Develop BOI presentation -  Clow, Piotrowski, others?

Update: Piotrowski is drafting an outline; Clow & Temple will review, then Committee, then to BOI Steering Committee as a proposed ½ hour presentation at fall Institute.

2. Look for existing models for an Email Management cheat sheet, integrate into a draft for our purposes – Williams

Update from Williams: No email management model has been located yet, but here’s some food for thought on personnel records: http://hrweb.berkeley.edu/FORMS/perscklt.htm
3. Repeat #2 for other cheat sheet topics

4. Develop non-location specific FAQs

5. Assess existing campus training materials for those that could readily be applied to other settings

a. Make these available on the Web – UCOP

Update: Arquieta volunteered to maintain a master list of available classes. A framework has been set up on Committee Web site at: http://www.ucop.edu/irc/recman/training.html.

6. Investigate Web-based & multimedia training initiatives system-wide
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