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eRecords - Training Communications and Learning Management ( Final Draft)
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Minor Sub. Location Washington, D C

Item Name TC and LM Systems

Background

The Federal Bureau of Prisons (BOP), Federal Prison Industries(FPI), and National Institute of
Corrections (NIC) all employ a variety of information technologies 1n the field of Training
Communications (CT) and Learning Management Systems (LMS) BOP is the major
organization responsible for overall Human Resources Management (HRM) operations for all
three components. BOP also manages correctional programs, health services, administration,
and information management programs FPI operates and oversees all manufacturing
operations and inmate educational programs NIC provides consultancy services and technical
assistance to state and local governments correctional agencies and programs, including
training and local program assessments

This schedule provides information retention guidance which recognizes the unique mission of
each component as well as the content and methodology of dissemination Content 1s
organized 1n two different resource strategies, CT and LMS The CT systems provide a quick
environment for information sharing and overall discussion ~ Although CT 1s multimedia 1n
terms of content delivery, 1t 1s typically not used for structured (certified training content) This
content type may be utilized within a planned structured delivery of certified content, when
delivered as a part of structured content, LMS eRecords guidelines will apply The LMS
environment 1s more suitable for comprehensive structured training delivery LMS maintains
significant metadata information on course management, course content, student records, and
faculty/facilitator management

1 Traming Communications Systems - consist of informal/formal textual postings, uploaded
1mages, audio, video, and/or teleconference services involving one-to-many and/or many-to-
many, interactive digital communications which facilitate the sharing of information and the
collection of content via session capturing methods (text, screens, images, audio, and/or video)

A Adminstrative-related DATA Text, images, audio, and/or digital video Admimistrative
content consisting of personnel, business office, facilities’ operations/maintenance,
equipment operations/maintenance, health/wellness, information technology, legal, and
other general administrative content

Disposition Temporary Destroy when superceded or when no longer needed for
reference purposes



B. Program-based DATA Text, images, audio, and/or digital video containing program-
based content such as correctional management technics, inmate management,
disruptive group management, factory operations, product manufacturing, inmate
medical/health programs, use of force procedures, and state and local correctional
conference events among other program-related content

5 K&
Disposition: Temporary Destroy when X years old, when superceded, or when no
longer needed for reference purposes, whichever 1s later

C. Mission-based DATA Text, images, audio, and/or digital video containing key
mission-based content such as organizational/agency restructuring of national programs
(RedMap imitiatives), substantial national changes 1n correctional practices resulting in
major changes 1n the delivery of inmate services, staff assignments, or facility
construction/shutdown or major Regional reprogramming Content intended to address
the risk of loss of life, emergency response to national events, massive movement of
inmates, correctional response to national security requirements, and the protection of
mission-critical information among other key agency content

25 W
Disposition Temporary © Destroy P8 years after creation or when no longer needed for
reference purposes [* See OUP Note at the of this document]

2. Learning Management Systems (LMS) - Consist of formal structured training-related
content including abstract, general course description, lesson plan, student

evaluation/assessment information, registration/enrollment, progress tracking, course
management, faculty management, and student management data The system 1s intended
to automate the deployment and delivery of traditional classroom-type training via web-
based information technology resources (commercial applications such as SABA and
Centra Knowledge Center (CKC)) This system 1s expected to hold staff training records
and provide data upon request

A Facilitator/Instructor DATA Information 1n data fields concerning any individual
assigned to teach a particular course-session Includes information such as name, title,
duty station, department/division, and course listing among other faculty-related
metadata

25 1
Disposition Temporary Destroy P8 years after separation from organization or when
no longer needed for reference purposes, whichever 1s later

B Student DATA Course participant fielded metadata such as name, title, duty station,
courses completed, certification, and dates of course completion among other student-
related information

Disposition Temporary Destroy P years after separation from organization or when
no longer needed for reference purposes, whichever 1s later



C Administrative Course DATA Text, images, audio, and/or digital video Admunistrative
content consisting of personnel, business office, facilities’ operations/maintenance,
equipment operations/maintenance, health/wellness, information technology, legal, and
other general administrative content

Disposition: Temporary Destroy when superceded or when no longer needed for
reference purposes

D Program-based Course DATA Text, images, audio, and/or digital video containing
program-based content such as correctional management technics, inmate management,
disruptive group management, factory operations, product manufacturing, inmate
medical/health programs, use of force procedures, and state and local correctional
conference events among other program-related content

e
Disposition Temporary Destroy when Xyears old, when superceded, or when no
longer needed for reference purposes, whichever 1s later

E General Statistical DATA. System-generated aggregate information covering simple
measurements of central tendencies (total courses, students’ average grade, and average
class scores among other related variables compared against a time interval)

Disposition Temporary Destroy when superceded or when no longer needed for
reference purposes

[ *2009-09-15 Operational Update Note (QUP)

Input and Output for items 1 and 2 are covered by GRS and can be deleted when
successfully entered (Input-GRS 20), and when no longer needed (Output-GRS 20/24)

When CT content is integrated with certified training, data retention should be administered
under LMS guidelines

Content owner (OPI) will alert the Information Management Office (IMO) of content
availability 1n Item 1c of this guidance BOP (IMO) will alert NARA of possible content
that may merit permanent retention ]





