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SUBJECT

Proposed Motion 2013-0400 responds to a proviso adopted as part of Ordinance 17476 requesting a report on the implementation of the County’s Electronic Records Management System (ERMS).

BACKGROUND

The County’s Electronic Records Management System (ERMS) is designed to comply with legal requirements for the retention and retrieval of inactive electronic records, as well as the storage and retrieval of physical records. 

ERMS had a long and difficult development and testing period and faced some initial concerns from County agencies that were uncertain whether ERMS would meet their needs. (As an example, early versions of ERMS had only limited search functionality, making it difficult to retrieve relevant records in response to a public records request, and therefore not easily usable for agencies with frequent records retrieval needs.) 

During 2012, RALS made a number of technical improvements to ERMS (including in search functionality) in preparation for full launch of the system. RALS also worked with the Executive’s Office to develop a Countywide records management model that would ensure consistency and accountability across County agencies. RALS then developed a training plan for 2013 designed both to introduce County employees to records management requirements and to train them to use ERMS. 

As part of the 2013 budget, RALS requested 3.0 additional FTE to support the back-end functions of ERMS implementation as the system went into full implementation, as well as 2.0 FTE (to be supported by fees from County agencies) to provide training and support to County employees on records management requirements and ERMS use. 

Because of the challenges ERMS had faced during its development, the Council required[footnoteRef:1] that RALS report on its progress with ERMS during the first six months of 2013, focusing in particular on: [1:  Ordinance 17476, Section 29, Proviso P1] 


· Training: A summary of ERMS and records management training provided to County agencies and the customized records management tools developed to help them use ERMS for their specific needs;

· Accountability: A description of the accountability and compliance measures implemented to ensure that County agencies and employees follow appropriate records management protocols; and

· Lessons learned: A description of lessons learned, including changes made to or proposed for ERMS as a result.

ANALYSIS

The report submitted with Proposed Motion 2013-0400 provides a detailed response to the questions raised by Council. It fulfills the requirements of the proviso.

In each of the areas requested by the proviso, RALS has summarized its work to date, as well as its plans for the remainder of 2013. 

Training. RALS was asked to summarize the ERMS and records management training provided to County agencies and the customized records management tools developed to help them use ERMS for their specific needs. 

In terms of training, RALS developed curriculum materials for five different classes covering a range of topics from an introduction to records management requirements to more detailed records coordinator and records search functions. A total of 31 class sessions, providing training for 202 employees in 34 agencies, were conducted during the first six months of 2013. Table 1 on the next page summarizes training completed during January through June 2013.

In terms of customized records management tools, RALS developed a countywide General Records Retention Schedule that establishes King County’s official policy for the retention and disposal of common records. In addition, RALS developed seven agency-specific records retention schedules for agencies that have records unique to specific functions and responsibilities.

To provide individual support for County agencies, RALS developed four agency-specific file organization plans. A file organization plan lists the types of records used in a specific agency and describes how those records will be organized and maintained during the required retention period.

Table 1: ERMS Training Completed, January-June 2013

	Class Name
	Class Description
	Classes Held
	Participating Employees
	Participating Agencies

	Setting the Record Straight
	Introduction to records management requirements
	4
	83
	4

	Records Coordinator Training
	How to use ERMS to transfer, retrieve, and disposition inactive physical records from the archives in the King County Records Center
	9
	78
	25

	ERMS Subject Matter Expert (SME) Training
	How to build ERMS folder structures, file electronic records, search and retrieve records from ERMS, and perform basic troubleshooting
	12
	14
	3

	ERMS General User Training
	How to designate and file inactive electronic records (including email) into ERMS
	3
	8
	1

	ERMS Search Training
	How to use ERMS’ metadata and keyword search functions, with a focus on response to Public Records Act and litigation discovery requests
	3
	19
	1



Following the trainings and customized file organization plans, RALS then installed ERMS on employee desktops. As of June 2013, ERMS had been installed on 146 desktops at 11 agencies. RALS has outlined a plan for additional training for the remainder of 2013 and 2014.

Accountability: RALS was asked to describe the accountability and compliance measures implemented to ensure that County agencies and employees follow appropriate records management protocols. To respond to this request, RALS worked with the Executive’s office to develop an accountability framework that describes the responsibilities of employees at four levels: leadership, management, records management program, and employees. Expectations for those at each level have been delineated.

Lessons learned: RALS was asked to describe lessons learned, including changes made to or proposed for ERMS as a result. As a result of its work, RALS has documented 17 program improvements that have been made or are planned. 
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