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Convergence of Missions

— Records Management a method to deal
with information management challenges

» Accountability/Control of Information: How? At
what level? Document, files, data element,
records series. Why?....

» Valuable asset: Preserve/exploit information
asset: What is the value of information? What
does information do?....

» Evidence/Usefulness: Make information as
useful as possible. Preserve it as evidence.
What does it say? Meaning depends on
context, placement, function as well as content




Convergence of Missions

— Privacy Management a method to control
collection, use, disclosure of personal
information (with FOIP, all information)

» Accountability/Control of Information: How? At
what level? Why?....

» Valuable asset: to individuals (privacy, potential
harm); to organizations (trust relationship)
Preserve/protect information asset. What does
information do?....

» Evidence/Usefulness: Control how information
IS used; preserve it as evidence. What does it
say? Meaning depends on context, placement,
function as well as content...




RM Key Features

— Records characteristics/qualities rather than
subjects or systems

* Characteristics:

— Structure -- the appearance and arrangement of the
record...paragraphs, fields, language

— Content -- the substance of the record...words, numbers, images

— Context -- the background information that enhances
understanding...metadata, software

» Qualities: complete, reliable, authentic, useable

— RM Operations
Capture
Classification
Retention
Preservation
Tracking
Destruction




DATA

raw unformatted

Key Concepts

RECORDS

structured information :
e ‘permanently’ recorded .

PUBLICATIONS

packaged information

information presented in a permanent

easily manipulated, on a medium form

updated, edited, copied * has context and « All content and structure,

and reused structure as well as little context needed

lacks context, content content « Not part of an event; can

and structure « Part of an event, function stand on its own

value: multiple reports ¢ Value: impartial ¢ Value: interpretation,
evidence insight




Privacy and RM: Definitions

— RM definition:

 Information, in any media and form, created, received
and kept by an organization as part of their business
functions or for other secondary purposes

— Legislative definition of Records or personal
information:

* “books, documents, maps, drawings, photographs,
letters, vouchers, papers and any other information that
is recorded or stored in any manner, but does not
include software or any mechanism that produces
records”

— In regulatory context, business purpose essential
quality:

» Concept of “work product”

e Separation of “personal” records from business records




Functional Organization

— Business Functions: What does the
organization do? Functions (sub-
functions), Activities, Transactions

— Keep description of records separate from
description of functions

— Link functions with records

» Records series can be linked to a number
of functions

Standards: 1ISO 15489 , GoC BASCS,
Alberta EIM




Records Control Methodology

Link of two types of descriptions

Business Functions Records
sFunctions *Series/DB
*Activities *Files/Screens/Reports

*Transactions *Documents/Records
sltems/Elements




Human Resources Management Function

Management Business Process
(sub-functions)

DRAFT
Plan Recruit

Determining how human resources : :

will be used to achieve goals and S\?;TSSQEQ ii‘zrlg/r:nr%sources
objectives

Develop
M easure Developing the knowledge and
(Performance) capabilities of human resources

Evaluating the Human Resource

Management function R .
etain

Retaining human resources

From http:/www.collectionscanada.ca/information-managem ent/002/007002-2089-e.html#homepage




Human Resources Management Function
. DRAFT
Business Process Model
Sub-functions and Activities
Select
Assess
Define Deploy
(requirements) Evaluate
. L Recruit Monitor
Design Plan
(plans)
Develop
~a
Measure Plan Design
(performance)
/ Evaluate Deliver
Evaluate )
Analyse Retain Monitor
Report Compensate Protect
(health and safety)
Adjust
Release
. 10
Staff Relations




Human Resources Management Function

Business Process Model
Sub-functions and Activities

Records Series Links

~ 1.5.2-5 Human Resources Management — Recruiting — Selecting
(reserved for records related to the process of selecting human
resources to meet planned goals and objectives)

e 1.5.2-5-1 - Advertising Employment

e 1.5.2-5-1-1 - Internet/Intranet Postings

¢ 1.5.2-5-1-1-2005/06 - Fiscal Year 2005-2006

e 1.5.2-5-1-2 - Competition Notices

e 1.5.2-5-1-2-2005/06 - Fiscal Year 2005-2006

* 1.5.2-5-2 - Processing Applications for Employment
» 1.5.2-5-2-2005/06 - Applications Received in Fiscal Year 2005-2006
e 15.2-5-3 - Competitions

» 1.5.2-5-3-2005/06 - Fiscal Year 2005-2006

e 15.2-5-4 - Promotions

» 1.5.2-5-4-2005/06 - Fiscal Year 2005-2006

e 15.2-5-5 - Student Hires

» 1.5.2-5-5-2005/06 - Fiscal Year 2005-2006

e 1.5.2-5-6 - Surplus and Priority Employee Placement
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Integrated RM/Security/Privacy

Tools

— RM Classification/Schedule serves as:
* Personal Information Registry
o Security Asset Management Inventory
» Security Classification Marking
» User Access Management (Role and Case-Based)
» Records Location for Right of Access

 Notification of Collection/Use/Disclosure Purpose
Tracking

* Privacy Impact Assessment Data Flow Analysis
 Disclosure Logs

» Consent Descriptors
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