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Introduction
The purpose of the Records and Data Management Plan (RADMan Plan) is to provide a general overview of the work and structure of the unit for which it was created and to gather information in one document about the current structure and procedures for how the unit manages records and other documents or data it uses or creates. It should be viewed as a "living document" that will be updated as information changes. 

NOTE: The term “unit” will be used throughout the RADMan Plan as a general term for department, program or office.

Each unit at Lansing Community College is responsible for developing a Records and Data Management Plan (RADMan Plan) consistent with the Records Management Policy (6.100), other college policies, and applicable laws.

The RADMan Plan template includes several sections that cover the main areas of records and data management that need to be accounted for. Each section includes a brief explanation and directions for completing the section and some of the sections include a table template that can be used to compile the necessary information.

Plan Contents
· Operational Overview
· Records, Documents, and Data Overview
· IT Systems Overview
· Data Purging and Records Disposal Plans
· Monitoring and Revision Plan
· Contact Information
· Appendix: Storage 
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The Operational Overview section provides general information about how the unit is structured and any background information that may be helpful in quickly understanding the business of the unit. It includes the unit’s mission, reporting lines, staffing and physical locations of both offices and storage.


Mission
The Records and Information Management (RIM) program strives to create a unified, consistent, efficient and effective approach to the management of records and information resources in all formats throughout Lansing Community College, across all divisions, departments and campuses.


Reporting Lines
Report to Paul Schwartz, Director of Information Security, who reports to Bill Garlick, CIO.


Staffing
Linnea Knapp, Records Information Specialist.
Possible project help from the Information Security Intern.


Physical Location
Downtown Campus - TLC 4101G.
Off Campus - Home Office.


Notes
There is no college records center for centralized records storage at LCC. Records and documents are stored within department/division offices and spaces.
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The Records, Documents, and Data Overview section is used to provide a simple yet authoritative list of every type of record and document (paper or electronic) created, used or maintained by the unit.
 
The column for Sensitivity Classification should be used to identify the level of sensitivity of data contained in the documents. For details on sensitivity classification categories, see the Information Security Policy (6.060). The Retention Requirements column is intended to identify whether or not the documents have a specified retention period or not. If you are unsure, leave blank.

NOTE: The inventory in this section includes types of records and documents, not individual items. 

[See IT Systems Overview for numbers in columns “IT Systems Used” and “Location.”]
[For “Location” column: Hard copies/working docs are in file drawers in Linnea’s office.]

	Title
	Description
	Sensitivity Classification
	IT Systems Used
	Location
	Retention Requirements

	Records Retention Schedules
	LCC’s approved retention schedules.
	Public
	(1) (2) (8)
	(1) (2) (8)

	 Work docs - Creation + 5 years [#1179]
 Drafts - Until superseded by approved version [#1180A]
 Approved - Permanent [#1180B]

	RIM Training Documents
	Final and supporting documents used for RIM training.
	Public
	(1) (8)
	(1) (7) (8)
	Until superseded [#1178]
 Work docs - Creation + 5 years

	Disposal Information Documents
	Information and guidelines about disposal of records and other materials.
	Public
	(1) (8)
	(1) (8)
	Until doc is revised and superseded by a new version or until the doc is deemed obsolete.
 Work docs - Creation + 5 years

	Storage Information Documents
	Information and guidelines about storage of records and other materials.
	Public
	(1) (8)
	(1) (8)
	Until doc is revised and superseded by a new version or until the doc is deemed obsolete.
 Work docs - Creation + 5 years

	RM SOPs
	SOPs for the Records Management Policy.
	Public
	(1) (2) (8)
	(1) (2) (8)
Board Policy website
	Until doc is revised and superseded by a new version or until the doc is deemed obsolete.
 Work docs - Creation + 5 years

	RIM Guidelines, Recommendations & Resources
	Practical help documents and resources about additional RIM topics.
	Public
	(1) (8)
	(1) (2) (4) (8)
	Until doc is revised and superseded by a new version or until the doc is deemed obsolete.
 Work docs - Creation + 5 years

	Project Files & Documents
	Records, supporting documents, and other materials related to various projects.
	Private
	(1) (4)
	(1) (3)
	Creation + 5 years.

	Subject Files
	Reference information about RM topics.
	Private
	(1)
	(1)
	Active + 1 year [#1175]

	Star Articles
	Articles written to be published in The Star.
	Public
	(1)
	(1)
	Retain until no longer useful or deemed obsolete.

	LCC Card Purchase Documents
	Receipts and other supporting documents for purchases made with LCC card.
	Private
	(1) (5)
	(1) (5)
	Retain for reference: Fiscal Year + 2 years.

	Professional Development Materials
	Reference information about RM and archives topics collected during PD events.
	Private
	(1)
	(1)
	Retain until no longer useful or deemed obsolete.






Other Records, Documents, and Data
The records, documents and data below are not a part of the Records & Information Management Program, but are the responsibility of Linnea Knapp, Records Information Specialist, in her role as a volunteer on the ACQA Lead Team.
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	Description
	Sensitivity Classification
	IT Systems Used
	Location
	Retention Requirements

	ACQA Review Documents
	Documents used and gathered in administering an accessibility review.
	Private
	(2) (9)
	(2) (9)
	Creation + 5 years

	Accessibility SharePoint Site Guidelines & Directions
	Guidelines and directions for using the Accessibility SharePoint site.
	Private
	(2) (9)
	(2) (9)
	Until doc is revised and superseded by a new version or until the doc is deemed obsolete.
 Work docs - Creation + 5 years
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The IT Systems Overview section is intended to capture a brief description of the current IT systems or repository environments used to support the business of the unit. This section is structured in a table format and includes columns for IT System Title, Description of Functions it Supports, Managed by, and Description of Security and Access Controls.

	IT System Title
	Description of Functions it Supports
	Managed by
	Description of Security and Access Controls

	(1) H:\ drive
	Repository of digital documents.
	ITS
	Individual only.

	(2) O:\ drive
	Repository of digital documents.
	ITS
	Public to all at LCC.

	(3) N:\ drive
	Repository of digital documents.
	ITS
	Limited to department access.

	(4) 5Star Service Center
	Internal services requests.
	ITS
	LCC credentials required to access.

	(5) Concur
	Travel and expense reporting and management.
	Financial Services
	Access permissions assigned by Accounting Services (after completing appropriate training), log-in required to access.

	(6) PageUp Portal
	Hiring.
	HR
	Access permissions assigned by HR (after completing appropriate training).

	(7) Articulate 360
	Creation of online training.
	Vendor - Articulate
	Paid subscription, log-in required to access.

	(8) RIM website
	Education and resources available to the public.
	Marketing
	Marketing Dept controls updates and edit permissions.

	(9) SharePoint [Accessibility Site]
	Accessibility inventory for non-course materials.
	ITS, Kirby Parshall (Project Mgmt & Business Analysis), ACQA Lead Team
	Access limited to dept accessibility contacts. Access permissions assigned by Kirby or a member of the ACQA Lead Team.
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The Data Purging and Records Disposal Plans section is where documentation should be created to describe the processes that are followed to comply with routine purging and disposal activities.


RIM Plan

Clean-up and purging of records and other materials will take place in June and July each year.
Using the retention guidelines below:
· Review files in drawers.
· Review files on H:\ drive and O:\ drive.
· Review files in any storage boxes.


Retention

For Records (from the Records Management Retention Schedule):
	Item #
	Record
	Retention

	1175
	Administrative Subject Files
	Active + 1 year

	1178
	Training
	Until Superseded

	1179
	Record Studies
	Created + 5 years

	1180 (A)
	Unsigned Retention Schedule Drafts
	Until Superseded

	1180 (B)
	Approved Retention Schedules
	Permanent

	1181
	Update Reports
	Created + 10 years
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	Document
	Retention

	Project Files
	Created + 5 years

	Conference Materials - Vendor Materials
	Until no longer useful

	Conference Materials - Session Notes
	Until no longer useful

	Conference Materials - Administration
	Conference Date + 1 year

	Webinar - Notes
	Until no longer useful

	Webinar - Administration Materials
	Webinar Date + 1 year

	Reference Materials
	Until no longer useful
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The Monitoring and Revision Plan section includes a simple list of documents, and sections within documents, for which the unit has a plan for regularly monitoring, reviewing, and revising. The table format includes columns for Document/Section, Next Review Date, Who [will undertake the review], and How [they will conduct the review].

Additional documents can and should be added to the list.

	Document/Section
	Annual Review Date
	Who
	How

	RIM website
	January
	Linnea
	- Read through and make edits as needed.
- Submit any change requests through 5Star.

	Documents on the RIM website (aka RIM Guidelines, Recommendations & Resources)
	January - February
	Linnea
	- Read through and make edits as needed.
- Submit any updated documents through 5Star change request.

	Accessibility SharePoint Site Guidelines & Directions
	March - April
	Linnea
	- Read through and make edits as needed.
- Get feedback from other ACQA Lead Team members.
- Add updated version(s) to Accessibility SharePoint site.

	RIM RADMan Plan
	June
	Linnea
	- Read through and make edits as needed.
- Submit updated document through 5Star change request.

	RIM Online Training
	July - August
	Linnea
	- Read through and make edits as needed.
- Download updated version and submit through 5Star change request.

	Records Retention Schedules
	September - December
	Linnea and Stakeholders
	According to SOP RM.005 - Revising Retention Schedules
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The Contact Information section should contain information for contacting:
· The responsible individual and/or author of the plan.
· The administrators of the ITS systems used by the unit.
· The program director or manager of the unit.

NOTE: Numbers in the “Contact Information” column below refer to items in the IT Systems Overview section above.

	Position
	Contact Information

	The responsible individual and/or author of the RADMan plan
	Linnea Knapp, Records Information Specialist (knappl1@lcc.edu)

	The administrators of the ITS systems used by the unit
	(1) (2) (3) (4) - Contact through 5Star Service Center Request (Email, Calendar, Workspaces, Files & Collaboration section) or email the Helpdesk (lcc1@star.lcc.edu)

	The program director or manager of the unit
	Paul Schwartz, Directory of Information Security (schwarp1@lcc.edu)
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The Storage section is an optional section intended to capture a brief description of the unit’s standards for storage of records and documents. This section consists of three main areas: Containers & Organization, Environmental Controls, and Security. While the areas mostly apply to the storage of paper documents, some can also be used for electronic materials storage.

Part of any effective records and information management program is the timely disposition of records that are obsolete or past the period of their active use, but until records can be disposed of it is the responsibility of every LCC employee to help their unit properly manage its records. This includes storing them in proper containers, in the proper environment, and with proper security measures in place.

Refer to the LCC Paper Records Storage Guidelines document and LCC’s File Storage Guidelines for information about LCC’s best practices and guidelines for where and how to store records, documents and data at LCC.


Containers & Organization

	Area
	Unit’s Standard

	Containers
	

	Type Used
	File Drawers (desk drawers & lateral file cabinet)
Records Boxes

	Container Arrangement
	Desk File Drawers - Active Files
Lateral File Drawers - Inactive Files
Records Boxes - Inactive Files (older, longer retention)

	Other
	Shelf Above Desk - Reference Materials (hard copies)

	Folders
	

	Type Used
	Manilla folders - Letter size - 1/3 cut tab

	Arrangement
	

	Content Arrangement
	Admin Files (e.g. meetings, committees, professional development) - Arranged by subject.
Project Files - Arranged by project with like categories grouped together.
Department Help/Response Files - Arranged alphabetically by department.

	Labels
	

	Folder Label Standard
	Includes Title and Date (when applicable)
- When date is included, the minimum is the starting month and year (e.g. 6.24). Date may indicate years included in file (e.g. 2018-2021).




Environmental Controls

	Area
	Unit’s Standard

	Temperature
	[Controlled by Facilities]

	Relative Humidity
	[Controlled by Facilities]

	Air Circulation Plan
	Office door kept open (when possible) to allow heat/AC from suite to better circulate within office.

	Water
	

	Protections in Place
	Unknown [Controlled by Facilities]

	Pests
	

	Inspection Plan
	Plan unknown.
Inspections and mitigation done upon request.

	Food Limitations
	Kitchen & Suite Reception Area - Any food or drink brought into the suite for co-workers to share is cleaned up and put away/thrown away at the end of the day.
Office - Any food or drink consumed in the office is cleaned up at the end of the day. Any food stored in the office is in sealed containers in a drawer. All food or drink trash is thrown in the kitchen trash, not the office trash.




Security

	Area
	Unit’s Standard

	Access
	

	Access Restrictions
	Building - StarCard needed to access exterior doors.
Elevator - StarCard needed to use staff elevator.
Suite - StarCard needed to enter suite.
Office - Key needed to open office door.
Network - Credentials (username/password) needed to access electronic materials.

	Locks
	

	Type Used
	Card reader (StarCard) and Key.

	Key Locations
	StarCard - Kept on person while on campus. Kept in work bag while not on campus.
Office key - Kept on work key ring. Kept in work bag while not on campus.

	Visibility
	

	Visitation Plan
	Doorbell at suite door used by visitors requesting entry.

	Safety
	

	Lighting
	Suite lighting and office lighting controlled by light switches.
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