
Does your 
Records 
Management 
Program 
Measure Up?
Developing a Records 
Management Program that 
Supports Compliance and 
Reporting
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Session 
Overview

 As we establish a Records Management Program, have we 
overlooked the importance of good reporting to showcase our 
results

 Before we started did we
 have a plan

 gather data

 identify goals

 Identify which Standards we will adhere to
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Agenda

 Introduction

 Strategies

 Conclusion

 Discussion
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What if we spent some time on a 
strategy?

 Are the changes able to "take hold" without a way to 
establish regular measurement

 What controls are in place to guide staff on what to do, 
such as approved policies and procedures 
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Why it 
matters

 Experience of creating tools without context

 Case Study – training, Retention Schedules, Policy –
implementation starts to fail when there is no overall Program

 Champions

 Limited success when implementing new tools and technology 
such as ECM implementations
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Why it 
matters

 How will you demonstrate accountability and transparency?

 If the risks are not identified, how can you assist in mitigating 
them?

 How do you support informed decision making if you are not able 
to demonstrate that your systems and processes are working 
efficiently?

 As the types of risks are evolving how can you mitigate them if 
they are not identified?
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Case Study:
Establishing a 
Compliance 
Program

 Goals

 Direction

 Approach – what are you measuring against?

 Risk identification and mitigation

 Perceptions of Program

 Strategy

 Identifying what success looks like

 Champions

 Buy in

 Metrics
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Goals

 Are you working with the client to identify 

what needs to be done and why?

 What are your goals?

 Why are you doing this?

 Have you kept the end goals in sight?

 What metrics will be used and how will they be used?
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The Path to 
Compliance -
Do you know 
what Direction 
you are Going?
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What are we 
Measuring 
Against?
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What are you 
measuring 
against?

Standards

Canadian General Standards Board 72.34 Electronic Records as Documentary 

Evidence

ISO 15489:2016 Information and Documentation – Records Management 

Concepts and Principles

ISO 16175-1 Information and Documentation - Processes and Functional 

Requirements for Software for Managing Records 

ISO 26122 Information and Documentation - Work Process Analysis for 

Records

ISO 13008 Information and Documentation - Digital Records Conversion and 

Migration Process

ISO 13028 Information and Documentation – Implementation Guidelines for 

Digitization of Records 

ISO 14641 Electronic Document Management – Design and Operation of an 

Information System for the Preservation of Electronic Documents - 

Specifications
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Strategy

 What have other jurisdictions done?

 Choose a strategy that will fit with your organization

 Are you carrying a big stick or are you working hand in hand to 
address concerns / risks?
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Compliance in 
Other 
Jurisdictions 

National Records of Scotland

 https://www.nrscotland.gov.uk/record-keeping/public-records-scotland-act-2011/resources

NSW Australia, State Archives and Records

 https://www.records.nsw.gov.au/recordkeeping/advice/monitoring/records-management-
assessment-tool 

Public Record Office Victoria

https://prov.vic.gov.au/recordkeeping-government/learning-resources-
tools/information-management-maturity-measurement-tool-im3

Government of Western Australia

https://www.wa.gov.au/system/files/2020-06/Consultation%20Draft%20-
%20Information%20Management%20Maturity%20Model.pdf 

ARMA International Information Governance Implementation Model (IGIM)

https://magazine.arma.org/wp-content/uploads/2019/12/Introducing-the-
Information-Governance-Maturity-Model-IGIM.pdf
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Features of 
National 
Records of 
Scotland

 The Public Records (Scotland) Act (PRSA)2011 requires named 
public authorities to submit a records management plan (RMP) to 
be agreed to by the Keeper of the Records of Scotland (the 
Keeper).

 Invitations are sent to public authorities requesting the submission 
of their RMPs

 Public authorities receive constructive advice concerning on-going 
developments

 Good resources

 Detailed responses

 Reports are published on the website

 Color coded scoring
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National 
Records of 
Scotland
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National 
Records of 
Scotland
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Features of 
NSW Australia

 Good resource materials

 Thorough

 Is available in both Word and Excel

 Looks at elements that may be politically sensitive i.e. do staff feel 
supported

 Is based on a maturity model with five levels

 Starting in 2022 they will be asking public offices that complete 
the self assessment to submit their results

 Reports contain many visuals
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Features of 
NSW Australia
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NSW Australia
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Features of 
Public Record 
Office Victoria, 
Australia 

 Under the Public Records Act 1973, the Keeper of Public Records is 
responsible for the establishment of mandatory standards for the 
efficient management of public records 

 Easy to use

 They have a Recordkeeping Assessment Tool (TKAT) and an 
Information Management maturity Measurement Tool (IM3)

 Responses are on a five level maturity matrix

 Good resource materials including some specifications regarding 
technical requirements 

 The responses ask for evidence to support the rating.
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Features of 
Public Record 
Office Victoria, 
Australia
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Features of 
Public Record 
Office Victoria, 
Australia
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Government 
of Western 
Australia

 Information Management Maturity Model (IM3)

 12 compliance measures that are required of government 
organizations

 The data from the competed IM3 is automatically extracted and 
reported in an Executive Summary

 Clearly lays out what the assessment tool should be used in 
conjunction with

 Instructions are brief 

 Includes an Improvement plan with a review at year 2
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Government 
of Western 
Australia
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Government 
of Western 
Australia
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ARMA 
Information 
Governance 
Implementation 
Model

 Is an aid to bridge the gaps across stakeholders

 Offers a functional approach to IG

 Seven key areas:
 Steering committee, 

 Authorities, 

 Supports, 

 Processes, 

 Capabilities, 

 Structures 

 Infrastructure

 Builds a common understanding and unified implementation 
approach
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ARMA 
Information 
Governance 
Implementation 
Model
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Other Ideas

 Create your own by adapting from others

 Use a maturity matrix

 Self assessment followed by interviews with key players
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Risk 
Identification

 After completion of the assessment, procedures

can be catalogued and evaluated

 Gaps are identified

 Risks are identified and the severity of the risk is determined

 If you identify risks, what are you going to do about them?

 Do you have mitigation strategies and an implementation plan for 
each risk?
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Review and 
Reporting

 How will you know that you have reached your goals?

 How will you report the information?

 Use of visuals, graphs, colour

 Ability to consume the information quickly
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Review and 
Reporting  
Examples
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https://www.records.nsw.gov.au/sites/default/files/Recordkeep
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Addressing 
Excuses

 Too expensive

 Staff don’t have time

 Lack of resources

 Competing priorities

 Public perception if the report is negative

 Hollow facades and window dressing

 Lack of effective measurement tools

 Required activities are viewed as checking the box
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Program 
improvement

 Do you have goals for the year for how the Program will be 
improved/gaps addressed?

 Do you have a strategy for how your Records Management 
Program will support compliance and reporting?

 Are you measuring the right things?
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What do you 
need to 
succeed?

 Plan / Vision of the Future State

 Champion

 Executive support

 Buy in

 Budget

 Resources

 Governance

 Metrics

 Reporting to demonstrate the impact of the Program
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Discussion
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Resources

 Why Compliance Programs Fail—and How to Fix Them 
https://hbr.org/2018/03/why-compliance-programs-fail

 U.S. Department of Justice Criminal Division Evaluation of 
Corporate Compliance Programs (Updated June 2020) 
https://www.justice.gov/criminal-fraud/page/file/937501/download

 Library and Archives Canada: Governance and Recordkeeping 
Around the World https://www.bac-lac.gc.ca/eng/about-
us/publications/governance-recordkeeping-
world/Pages/default.aspx

 ARMA International https://www.arma.org/
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Contact 
Information

 Donna  Molloy, Dynamic Leadership   

 Ph. 780-803-0121

  donnamolloy@live.ca  www.myrecordsmanager.com
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