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Record Management System Policy for Training Providers
Ensuring Compliance, Security, and Accessibility in Training Records
Introduction
Training providers operate in a dynamic environment that values the integrity, security, and accessibility of records. A robust Record Management System (RMS) policy is essential for maintaining compliance with legal and regulatory standards, protecting stakeholders' interests, and ensuring the efficiency of operations. This policy outlines the framework, responsibilities, and operational procedures for effective record management within training organizations.
Purpose and Scope
The purpose of this Record Management System Policy is to establish clear expectations and consistent standards for the creation, maintenance, storage, retrieval, and disposal of records within a training provider organization. The policy applies to all employees, contractors, and third-party partners who handle or manage records on behalf of the training provider.
· Ensure compliance with relevant laws and regulations, such as GDPR, FERPA, and other data protection acts.
· Safeguard the privacy and integrity of personal and institutional information.
· Support transparency, accountability, and operational efficiency.
· Facilitate accurate reporting and auditing.
Definitions
· Record: Any document or data, in paper or electronic format, that provides evidence of transactions, decisions, or activities carried out by the training provider.
· Records Management: The systematic control of records throughout their lifecycle, from creation or receipt to final disposition.
· Record Owner: The individual or department responsible for maintaining a record.
· Confidential Record: Records containing sensitive information, including but not limited to personal data, financial records, and proprietary training materials.
Roles and Responsibilities
Senior Management
· Approve and oversee the implementation of the RMS policy.
· Allocate resources for records management systems and training.
· Ensure ongoing compliance with applicable regulations.
Records Manager
· Develop and maintain procedures and guidelines for record creation, retention, and disposal.
· Provide training and support to staff regarding records management practices.
· Monitor compliance and conduct periodic audits.
· Serve as a point of contact for records management queries.
Employees and Contractors
· Adhere to procedures for managing records in their area of responsibility.
· Protect the security and confidentiality of records.
· Report any incidents of data breach or loss promptly.
Record Lifecycle Management
Creation and Capture
· All records must be accurate, complete, and created promptly following a relevant event or transaction.
· Records may be generated in electronic or physical formats, depending on operational needs and regulatory requirements.
· Metadata should be captured to facilitate retrieval, including date, creator, and reference number.
Classification and Indexing
· Records must be classified by type, sensitivity, and retention requirements.
· Indexing should be consistent and detailed to enable efficient search and retrieval.
· Confidential records must be clearly marked and access restricted accordingly.
Storage and Security
· Records must be stored in secure, accessible locations, whether electronic or physical.
· Electronic records should be protected through encryption, access controls, and regular backups.
· Physical records must be kept in locked cabinets or secure rooms with restricted access.
· Disaster recovery provisions must be in place to prevent loss due to fire, flood, cyberattack, or other emergencies.
Access and Use
· Authorized personnel may access records as required for operational duties.
· Access to confidential records is strictly controlled and logged.
· Training must be provided on the appropriate handling of different types of records.
· Requests for access from external parties must be evaluated for legitimacy and compliance with privacy laws.
Retention and Disposal
· Retention periods must comply with legal, regulatory, and contractual obligations, as well as organizational needs.
· Records scheduled for disposal should be reviewed to confirm eligibility and check for active legal holds.
· Destruction of records must be irreversible—physical records should be shredded or incinerated, and electronic records securely deleted.
· A record of destroyed documents should be maintained, including method, date, and authorizing personnel.
Data Protection and Privacy
· All personal and sensitive data must be handled in accordance with data protection laws.
· Staff must be aware of privacy requirements through regular training and awareness campaigns.
· In the event of a data breach, the organization must notify affected individuals and authorities as required by law.
Quality Assurance and Audit
· Periodic audits must be conducted to assess compliance with the RMS policy.
· Audit findings must be reported to management and used to drive process improvements.
· Non-compliance will result in corrective actions, which may include additional training or disciplinary measures.
Training and Awareness
· All staff, including new hires and contractors, must receive training on records management procedures upon joining the organization.
· Ongoing refresher training must be provided at least annually.
· Specialized training will be offered to those handling high-risk or confidential records.
Use of Electronic Record Management Systems (ERMS)
· The organization will use an approved ERMS for the creation, storage, management, and deletion of electronic records.
· ERMS must feature robust access controls, audit logging, and secure backup facilities.
· All staff must be trained in the use of the ERMS relevant to their roles.
· System updates and patches must be applied in a timely manner to mitigate security vulnerabilities.
Incident Management
· All incidents of data loss, unauthorized access, or record compromise must be reported immediately to the Records Manager.
· Incident response procedures will be initiated to contain and investigate the event.
· Lessons learned will be documented and incorporated into policy and procedural updates.
Continuous Improvement
· The RMS policy and associated procedures will be reviewed at least annually, or following significant operational or regulatory changes.
· Feedback from audits, staff, and stakeholders will be used to refine practices and enhance record management capacity.
Compliance and Enforcement
· Failure to comply with this policy may result in disciplinary measures, as outlined in the organization’s code of conduct.
· Managers are responsible for ensuring their teams adhere to record management protocols.
· The organization reserves the right to update this policy in accordance with evolving legal and operational requirements.
References
· General Data Protection Regulation (GDPR)
· Family Educational Rights and Privacy Act (FERPA)
· ISO 15489: Information and documentation—Records management
· Relevant national and local data privacy laws
· Organizational policies and procedures
Conclusion
A comprehensive Record Management System Policy is crucial for training providers to ensure compliance, safeguard sensitive information, and support operational excellence. Effective implementation of this policy will enable organizations to respond proactively to legal, regulatory, and business demands while fostering a culture of accountability and continuous improvement. Regular training, audits, and reviews will help ensure that the policy remains relevant and effective in the face of evolving challenges.
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