                           FY03 Management System Assessment Planning
Management System:  Records Management
Status/Maturity of Management System
As part of the Verification of the Quality Assurance Program Critical Outcome Performance Measure, a Maturity Evaluation was conducted of the Records Management System in 2002.   The Maturity Assessment included completion of a Self-Assessment Questionnaire and a facilitated workshop evaluation of the System by a cross-functional team.  Results of that assessment were as follows.


The Records Management System was rated 3 on the Baldrige Maturity Scale (1-5), on each of the following criteria

· Approach/Definition

· Deployment/Implementation

· Assessment/Improvement
Strengths of the Records Management System included:
· Responsiveness of the RM staff to internal and external organizations (Departments, Legal Counsel, DOE, etc.)

· Support provided to Lab-wide initiatives (EMS, ISMS, etc.) 

Improvement Opportunities and Recommendations included:

· Integrate with other SBMS processes

· Include Records Management in the development of new Subject Areas. 

· Review SBMS legacy documents for records requirements.

· Increase awareness of the RM System

· Initiate awareness campaign.

· Initiate Self-Assessment

· Include Records Management in departmental Self-Assessment plans

General Work Scope
The Information Services Division establishes goals for continuous improvement of the Records Management System as part of the Division’s Annual Self-Assessment Plan.

Improvements to the Records Management System Completed in FY 03 include the following

1. Completed implementation of the Laboratory’s Vital Records Program (regulatory compliance requirement)

2.  In response to the recommendations of the Evaluation Team

· Developed a Self-Assessment tool for use by Departmental Records Representatives to assess their organizations’ implementation of the Records Management System and requested that all Laboratory organizations complete an initial Self-Assessment.

· Developed a Self-Assessment tool for use by Level II Managers and submitted to Quality Management Office for use by organizations as part of their FY 04 Organizational Self-Assessment.

· Increased awareness of the Records Management System by preparing training information for inclusion in the Lab-wide update to General Employee Training that was completed by all employees in FY 03 (with Training Office)

Improvement Goals Planned for FY 04 (ISD’s Self-Assessment Plan) include the following

1.  Work with the SBMS Office to include Records Management in SBMS procedures (Subject Area) for the development of new Subject Areas and updates of existing Subject Areas.

2.  Evaluate response to Records Representatives’ Self-Assessments, completed in FY 03, to identify improvement opportunities.

· System-wide

Identify trends in the response that would indicate weaknesses or opportunities to improve the Records Management System.

· Organization-specific

Evaluate organizational responses to identify weaknesses or improvement opportunities in the organization’s implementation of the Records Management System and provide guidance and assistance for addressing them.

3.  Conduct Level II Managers’ Self-Assessment, evaluate the response to identify any weaknesses in System implementation, and provide guidance and assistance in addressing them.

4.  Provide updated system for managing Laboratory record with greater Lab-wide consistency.

· Implement new Foremost Records Management System and make the system available to Records Representatives.

Integrated Assessment Planning

Assessment Activities on behalf of the MS Steward

All of the above activities will be conducted on behalf of the ALDFA, who is the MS Steward for Records Management

Required Line Assessments

Item #3 above will require that Level II Managers of line organizations evaluate the status of the Records Management System

Independent Assessments

No Independent Assessments are planned for FY 04.  
Resources 

The planned activities for FY 04 will be completed with the resources requested in ISD’s FY 04 Budget Submission for Records Management.

Planned or Anticipated External Assessments


No External Assessments planned or anticipated in FY 04
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