Records Management Self-Assessment

Please use this form to assess your office’s compliance with Baylor’s Records Retention and Archival Policy 
(BU-PP 038) so that you can evaluate your office’s current status and set goals for implementation. Your honest assessment will help your office’s VP or Dean determine needs and plan training. Fields will expand to accommodate your comments. Consider paper and electronic records as you complete the form. If you’re unsure about a question or terminology, please tell us your question in the appropriate Comment field. You may also use the Additional Comments and Questions section to address any Records Management concerns that are not mentioned in the self-assessment.


	Office
[bookmark: Text1]                                                                             
	Assessment Date
                                                                             

	Contact Name
                                                                             
	Telephone Number / E-mail
                                                                             




	
	Questions
	YES
	NO

	1.
	Is the records retention and archival policy clear and are there any questions?
COMMENT:                                                                              
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|

	2.
	Does the retention schedule need to be updated?
COMMENT:                                                                              
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|

	3.
	Does your office have an office-specific retention schedule?
COMMENT:                                                                              
	|_|
	|_|

	4.
	Does your office have training procedures for new and/or transitioning employees?
COMMENT:                                                                              
	|_|
	|_|

	5.
	Is your office applying retention schedules and records management principles to all University records, regardless of media or format (i.e., paper as well as digital files)?
COMMENT:                                                                              
	|_|
	|_|

	6.
	Are documents being retained (physically or electronically) longer than the policy specifies for a given record?
COMMENT:                                                                              
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|

	7.
	When your office creates or receives new records, do you know where to file them?
COMMENT:                                                                              
	|_|
	|_|

	8.
	Can your office quickly find information when you need it?
COMMENT:                                                                              
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|

	9.
	Are records in office files, shared servers, desk drawers, and individual computers, in compliance with the retention policy? 
COMMENT:                                                                              
	|_|
	|_|

	10.
	Do any office records contain classified information (i.e., credit card numbers, SSN, FERPA-protected, etc.) requiring security measures?
COMMENT:                                                                              
	[bookmark: Check13]|_|
	[bookmark: Check14]|_|

	11.
	Does your office use microfilm or scanning as part of your retention schedule?
COMMENTS:                                                                              
	[bookmark: Check15]|_|
	[bookmark: Check16]|_|

	12.
	Have records routinely been purged and destroyed according to the retention schedule?
COMMENT:                                                                              
	[bookmark: Check17]|_|
	[bookmark: Check18]|_|

	13.
	Are inactive records being sent to an off-site storage facility? If so, which one?
COMMENT:                                                                              
	[bookmark: Check19]|_|
	[bookmark: Check20]|_|

	14.
	Does your office routinely transfer records to the University Archives in The Texas Collection according to the retention schedule?
COMMENT:                                                                              
	[bookmark: Check21]|_|
	[bookmark: Check22]|_|

	15.
	Are any office records used in audit or accreditation processes?
COMMENT:                                                                              
	[bookmark: Check23]|_|
	[bookmark: Check24]|_|

	16.
	LITIGATION – Do any legal requirements affect disposal of office records?
COMMENT:                                                                              
	[bookmark: Check25]|_|
	[bookmark: Check26]|_|

	17.
	When someone leaves, are his or her files been reviewed and dispersed accordingly?
COMMENT:                                                                              
	[bookmark: Check27]|_|
	[bookmark: Check28]|_|

	18.
	Does your office maintain records that are the primary responsibility of another office? (staff files for HR, student grades for the Registrar, etc.)
COMMENT:                                                                              
	|_|
	|_|

	19.
	Do other offices maintain records for which your office should be the primary keeper?
COMMENT:                                                                              
	|_|
	|_|

	20.
	Is records management training needed?
COMMENT:                                                                              
	[bookmark: Check31]|_|
	[bookmark: Check32]|_|



	ADDITIONAL COMMENTS AND QUESTIONS (tell us what’s confusing and how we can help you to implement good records management practices):
[bookmark: _GoBack]                                                                                  



