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Session Description

Achieving an effective and completely functional 
Record/Document Management System requires thorough 
preparation.  Because R/DMS allow many choices and will 
change the nature of your business you'll want to plan your 
implementation carefully to fit your organization's needs. You'll 
also need well-designed file plan and records schedules (even 
if you aren't adopting an R/DMS).  Do it right, and you'll reap 
the pay-offs.  Learn what you need to do and about tools being 
developed to help you.



Learning Objectives

Learning Objectives

• Records management 
basics and tips

• How R/DMS help 
manage government 
information

• Implementation example

Agenda

• Records management

• File classification plans

• Protocols

• Records retention 
schedules

• Records/Document 
Management Systems 
(R/DMS)

• Ministry of Municipal 
Affairs & Housing DART 
project



Records Management

Why records management?

• FIPPA and MFIPPA obligations require that 
government records be easily identified, 
located and retrieved

• A strong records management program is a 
must for meeting these obligations efficiently

• Good records management is needed no 
matter what technology is used to maintain 
information



Records Management

Why R/DMS?

• More and more government information  
remains digital throughout its life cycle

• Tools are essential for managing digital 
information as records

• Records/document management systems 
(R/DMS) provide a full set of  these tools



Records Management

Three pillars

• File classification plans based on sound 
business analysis

• Protocols supporting the the capture, 
retention, management and final disposition of 
records

• Records retention schedules documenting 
requirements for retaining and disposing of 
records



Records Management

Three keys to success

• Develop file classification plans, records 
retention schedules and protocols conjointly

• Address records in all media, while 
recognizing that each present their own 
opportunities and challenges

• Lay a strong records management foundation  
before implementing an R/DMS



File Classification Plans

A file classification plan…

• Provides a framework for capturing and 
managing records and information.

• Informed by business analysis, provides 
classification of records into logical or defined 
business-related categories

• In conjunction with protocols and retention 
schedules, serves as a powerful tool for 
information discovery and retrieval

• Allows access and security to be managed 
efficiently



File Classification Plans

What to consider in writing a file plan

• Business processes / functions

• Official records or transitory (unofficial)

• Confidentiality and sensitivity

• Retention periods and disposition

• Special requirements (e.g. case files, project 
files, multi-service regional organizations)

• Volume of records and/or frequency of use



File Classification Plans

Ontario Government initiatives

• A government-wide framework for classifying 
provincial programs and services.

• A File Plan Writers’ Guide and training

• Goals:

• A common practical approach to file plan writing 
based on proven best practices

• Comprehensive, standardized file plans across 
provincial ministries



Protocols

Records management protocols…

• Provide direction about processes for 
capture, management, retention and final 
disposition of records.

• Ensure a common approach  to the 
mechanics of records management  across 
the organization

• Document the steps taken to manage and 
protect public information assets



Retention Schedules

A records retention schedule…

• Document retention and final disposition of 
official records

• Support legal, legislative, regulatory and 
business requirements for the retention and 
final disposition

• Mitigate risks associated with intentional or 
inadvertent loss of records

• Document processes and records for  
destruction or archival transfer of records



R/DMS

What are R/DMS?

• Electronic records and document 
management systems (ERDMS) are called 
records/document management systems 
(R/DMS) in the Ontario government

• R/DMS enhance accessibility and control of 
electronic and hardcopy records

• Sound information management (including 
records management) practices are a 
prerequisite for an effective R/DMS



R/DMS

Advantages of an R/DMS

• Full discovery/management of business’ 
records

• Enhanced search capability

• Automatic assignment of metadata to a 
document based on its location in the file 
directory structure

• Also support user-input content description and 
specialized metadata



R/DMS

Advantages of an R/DMS (cont’d)

• Apply access restrictions to both records 
contents and metadata; expedite security 
classification:

• Can be applied at file class, folder or document level

• Track history of documents

• Automated application of records schedule 
requirements

• Lots of user help



R/DMS

Ontario Government initiatives

• Vendor of Record arrangement for 
Records/Document Management software

• Mandatory (with exceptions) for Ontario 
government purchasers

• OPS employees may search under "Purchasing" 
on MyOPS."

• May be used by Broader Public Sector 
purchasers as well

• Go to "Information and Information Technology," 
then "I&IT Procurement" under the Ministry of 
Government Services internet site



MMAH DART Project

DART = Document and Records Transformation

• Improve information sharing and achieve more 
effective use of information assets

• Project drivers:
•• Information overload being felt at all levels of organization Information overload being felt at all levels of organization 

•• Changing nature of information holdingsChanging nature of information holdings

•• Development of Knowledge Management Strategy Development of Knowledge Management Strategy 

•• Program Review of Records and Document Management Program Review of Records and Document Management 
in Ministryin Ministry

•• Current central agency focus on Information Management Current central agency focus on Information Management 
Strategy for OPSStrategy for OPS

•• Need to reduce leasehold space occupied by ministryNeed to reduce leasehold space occupied by ministry



MMAH DART Project

Project structureProject structure

• Working Group established to develop RDM 
Framework for ministry – senior management 
approval March 2005

• Approval to launch two Phase RDM Project

• Phase 1 – all branches in ministry must bring 
themselves in compliance with Framework

• Phase 2 – acquire and implement RDM software 
through OPS VOR for RDM

• Phases run in tandem, but staggered – full 
completion estimated by March 31, 2008



MMAH DART Project

Art the DARTArt the DART



DART Phase I

Phase I implementation
• New branch enters process every 4 weeks

• Each branch receives 4 weeks of support
• Project Charter

• Importance of management buy-in and leadership

• Identification of branch coordinator and establishment of  
working group 

• Tools and training

• Ongoing support/advisory services 

• Length of time to implement dependent on state of 
branch RDM – estimated average time 75 days

• Branch compliance exit report to verify Phase I 
completion



DART Phase I

Tools and training

• Train staff on objectives and benefits of DART

• Train working group on RDM

• Conduct gap analysis and develop project plan

• Develop functionally based file plan based on 
ministry best practices and branch’s specific 
business processes

• Write retention schedules where none 
currently exist and/or amend existing



DART Phase I

Tools and training (cont’d)

• Establish classification system for information 
sensitivity levels (OPS I&IT Information 
Security Directive)

• Establish access permissions

• Develop protocols on how to capture, manage 
and dispose of records

• Train employees on how to manage system

• 11 Branches currently in or have completed 
Phase I



DART Phase II

Phase II implementation

• Used VOR to purchase Hummingbird R/DMS 
in March 2006

• Major decisions required re how system will 
work in organization, including:
•• What metadata wanted?What metadata wanted?

•• How many things will staff have to fill out every time they How many things will staff have to fill out every time they 
save a file?  How much time will this add to the process?  save a file?  How much time will this add to the process?  
Can defaults be used for added metadata?Can defaults be used for added metadata?

•• Does everything go into the system Does everything go into the system -- or only records?or only records?

•• How much, if any, of existing electronic files should be How much, if any, of existing electronic files should be 
transferred into the system?transferred into the system?



DART Phase II

Status

• Hummingbird installed on pilot servers with 
limited sample file plan and files to test DM 
component of system

• User acceptance testing done with 15 staff 
representing all parts of ministry

• No major configuration issues identified; some 
training issues

• RM, Imaging and Report function of system 
still to be tested after RM Administrators get 
training



DART Phase II

Next steps

• Prepare for testing the system and moving it 
onto the production server underway

• Test in one branch for two months, followed by 
changes to configuration if required

• Roll out to rest of branches in phases over 
next 18 months

• Each Branch will undergo a “Readiness 
Review” to qualify to adopt the software



DART Phase II

Change management
• Understand that success of project is not only related to 

technical elements, but also to changing the way staff 
handle information

• Appeal to universal level of frustration with information 
overload – demonstrate the down stream benefits and 
how will make working life easier

• Ensure senior management and branch management 
leadership and support

• Allow local variations to suit business needs e.g. don’t 
impose central file plan



DART Phase II

Change management (cont’d)
• Allow staff to abandon paper at their own level of 

comfort

• Organize branch coordinators into network

• Use success stories from one branch to inspire other 
areas of organization

• Research other organizations which have implemented 
eRDMs to identify common change management issues 
and successful strategies

• Conduct focus groups with staff in branches which are at 
the front end of the process to identify issues and 
develop strategies to deal with them
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