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VL: Good, I sent you the interview questions in advance.

A1: Yes – I have them right here in front of me.
VL: Okay – that’s great. Now, as I have indicated with you I mean I have a lot of the background information just from public sources so I don’t propose to reinvent the wheel here, I just want to jump into the heart of things that I think you can give me your unique perspective on things, particularly in light of your area of expertise so one of the first questions has to do with the legal, regulatory or ethical obligations, concerns or issues existing regarding the creation, maintenance, preservation or use of OFSI’s records. I want to ask you is what are the legal or regulatory drivers what do you see some of the standards that drives the creation, maintenance and preservation of OSFI’s records and do you see any ethical obligations around that as well? So, could you just give me your thoughts on that?
A1: Okay – I start with the legal, regulatory treaties a bit differently but in terms of legal and regulatory framework that we operate in, Library and Archives Canada kinda sets the stage for recordkeeping across the government so within the Library and Archives Canada Act, there is some word and I forget the exact wording, but it basically states that departments have to keep records and they had to have retention, disposition period that are appraised by the Chief Librarian and Archivist of Canada. So that is kind of very high level but it states that you have to do it and in terms of policies that we operate in the context, there are two key ones. One is the policy on information management and the other is well, its quite a new one it’s on the directive of recordkeeping and the directive on - I am not going to get this title exactly right – information management roles and responsibilities. But those three are put out by the Treasury Board of Canada and they have a little bit more meat in terms of what your information programme should look like, the sort of things that you should have in place. 
VL: Okay – so that’s interesting to me, so even though OSFI operates quite independently, its really isn’t a government department in the true sense of the word, those policies still ..

A1: They certainly do and it has to be do with the financial and administration act that we are either a Schedule II or Schedule III agencies but those agencies all fall under that big policy umbrella of government.
Vl: Okay – that’s good.

A1: And I just make another comment about legal, like those are kinda the key  policies – if you think of a triangle, they will be in that triangle or  a big circle but then outside of that, there are other pieces of legislations within government that – they may not have a direct impact on recordkeeping but they certainly do have an indirect impact so a couple of examples will be the Privacy Act, Access to Information Act and the Canada Evidence Act, where recordkeeping does come in into play.
VL: Yep – that makes good sense as well. What about standards, are there any particular standards that you refer to in looking at how records will be handled?
A1: I mean it’s not mandatory within the government but I certainly as a reference tool within CGSB 72.34- Electronic Records as Documentary Evidence, I do reference that from time to time and also the ISO 1549 standard.
VL: Okay. Great. And so you mention that you are going to treat ethical obligation a little bit differently.
A1: How would you defining the ethical obligations in terms of this interview or in terms of your research?

VL: So, ethical obligations for me would include things like accountability to the public for OSFI’s operations, so how are those operationalise or do you see, I mean and I guess part of the question is how would you define any ethical obligations?
A1: To me, I guess there is a certain degree of accountability because OSFI’s mandate is not to share .. from the Canadian public and there is certainly an obligation, I would say that sense of the term and also in keeping Canada’s history and that also falls in line with the Library and Archives Canada Act and there are a small set of our records that have been deemed historical and so when it is due for destruction, we just take a sampling. 

VL: Right. Okay. Are those retention schedules, I am assuming that those are public information? 
A1: I don’t know. We certainly don’t publish them ourselves. I am not sure whether they are available through Library and Archives Canada or not.

VL: I can follow up on that.

A1: I have never been asked that before and I honestly don’t know. To my knowledge, they are not but that may not be true or the case.

VL: Right. Okay - so, that’s something for me to follow up on. Now, I want to jump down again to three where we talk about provenancial and administrative context. Well, you will be familiar with all the lingo and so, I don’t need to explain all that to you. Well, obviously, there is a records management programme so I want to find out is a little bit about the administrative structure, the reporting lines and the  functional responsibilities of that records management programme, so really, just an overview of it.
A1: Okay – so, we are part of the information and information technology team at OSFI and we report into the CIO so Janet Campbell, whom you have spoken to and she reports to our Assistant Superintendent of Corporate Services. So, we are part of the Corporate Services sector and our mandate in our sector is to provide internal services to OSFI. And within the RM programme, there are a set of services that we provide to our clients and we divide them into kinda 2 broad categories – one is information management service delivery and the other is more like design and IM infrastructure. So, I start with the service delivery side. We offer services such as paper records services, accessioning, disposition, electronic records services so service requests to clients, that is, scanning services, and mark to official service which we will consider when records are made final and so we do that on behalf of clients and oh, training development and delivery. And on the design and kinda IM infrastructure side, we offer RM solution development and so if the client comes to the large scale problem like how you go about solving it, so we do that on behalf of clients and we also look at the makeup of our EDMS system per se – like our permission structure, the folder structure, how the system is itself is really set up. So, that’s kinda an overview of our services. So basically, everything pertaining to our service delivery from paper records and electronic records, that is within the scope of our mandate. 
VL: Okay. Just coming back to the reporting lines that ..
A1: And I should say policy development to that part, I left out.
VL: Right. 

A1: We kinda call it our RM framework so policy, procedures and standards that is specific to the office.

VL: Okay – I come back to that the policy aspect in a moment. So in terms of the reporting lines, have you always reported the CIO?

A1: We didn’t always call it the CIO. Prior to Janet’s arrival, there was a Senior Director for Project and IMIT Services and prior to that, now that is going back quite a way now, I say a good 3-4 years, IMIT and ..maybe they pull IT out, but we are actually part of finance and informatics services and so we reported into Senior Director for Finance and Informatics Services and then IMIT, you know, really evolved as a service for OSFI, it was split out and put out on its own.
VL: So, in other words, it seems to me as though the records management operations or information management operations, as they are called in the federal government in the context and IT operations have been fairly closely related over time.
A1: Yes, they have.

VL: Do you think that has helped you to conduct your records management programme and to actually be effective in your records management programme?

A1: In terms of electronic records service delivery, I say absolutely yes, absolutely yes, because we do operate in electronic document management system and it is very helpful to be part like the whole team where backend development and maintenance happens and it just helps to bring the communication lines a little closer together and they are a little more open than what they used to be, so it has helped us from that perspective. And it certainly has been also on the other side, helped IT folks to gain a greater understanding of information management and its importance like good system design is not just throwing out a system out there – there has to be some information management or recordkeeping requirements kinda built around that system. I would say that it’s a good two way street.

VL: Right. Okay and have there been any aspects of the records management programme that are less well supported within that framework, in your view?

A1: Well, certainly, paper records management still stands on its own and that’s not going away. 
VL: Right, strange isn’t it? 

A1: We certainly been decreasing but we not been able to accomplish a full electronic records but we have made really good strides and we do have 2 departments within OSFI that have chosen and are now on a full electronic records so that has been a huge success for us and that’s going to, its starting to pop out in other areas of the office where they finally decided like its time. We had a document management system of about 6 years at OSFI, so it’s fairly mature, I mean there is certainly improvements to be made but it’s been there for quite sometime and it’s not new to people.  

VL: That’s really interesting to note. Let’s come back to that and just continuing on with the other questions related to your overview. Could you just define what do you mean by accessioning in your context because ..
A1: Oh, that’s just shipping inactive records to off-site storage.

VL: Got you. It’s not the archival accessioning.

A1: No – it’s a little bit different.

VL: Okay and I like to return to the mark official and this is a process that sounds fairly unique to OSFI. Could you describe that a bit more detail for me?

A1: Sure, when records are in any given process reaches a certain finality, like they are complete, or they are done or .. say approval cases finished or a FI review, financial institutional review is complete so the case is done and it’s in its file. In the paper world, people will bring those files down to the records office for long term storage and we put them on a shelf.. in electronic world, what we do is, some parts of it is automated and some is not, but depending on the backend system that is going on like if they have a case management or process management system in place, it held off and sends us a report saying that this records are in their final stage and there is a records management function built in the Livelink called mark official and with that, it strips permission from that record so it can’t be altered from their final stage, so it really protects their integrity, that’s what it really does. 
VL: Okay. Excellent. Thank you for that. Now, you also mention large scale projects that you provided to your clients on these and could you give me some examples on what that large scale project requests might look like?

A1: Right. One recent example is one of our divisions wanted to go off the paper records so we worked closely with them to make sure that their folder structure and their electronic document management system are more robust, in that they are neat, we look at business rules for them, their scanning requirements, so we did an analysis on each of those different components that will go into maintaining a complete electronic record and work with those divisions, you know, they had to appoint people that will liase with us on a regular basis to document those requirements, confirm the requirements with them, do their process mapping. We do have a process based structure in place and then do training and follow up with our clients. So, that is one example what we will do for our clients at OSFI. 
VL: Right. Okay. That’s really very helpful. Let’s talk about the staffing levels within the records management programme.
A1: Okay. The way we operate on a full complement - we have one manager in place and two analysts positions and I will call it a junior analyst although the job title says technicians but its more of junior analyst position and then we have 5 information management technicians, so they do more junior level work.
VL: Okay .. so what type of work will the technicians do?

A1: They help our clients with paper file requests. They do perform some scanning services for a couple of divisions which we have agreement with. They do a lot of our accessioning, dispositioning. Like in Toronto, the two that I have here, they really run the records office, they kinda do that, with hands off from the analyst or manager position.

VL:  Okay. And the analyst will be more providing advice to clients on…
A1: Exactly. Yes.

VL: Structuring systems in policy development and all that sort of thing.
A1: Exactly. 

VL: I know that you have your library science degree from Western, is it?

A1: Yep. 

VL: But what about the educational level and background of the staff working in your programme?

A1: Okay – let’s see. We do have some others with library background and actually including two technicians in Toronto right now and one is kinda fresh out from school and the other is working… and we have at least three of us with full MLIS degree and four, including me and then we have one who has a library tech background and the others - various community college business administration type of programme.
VL: Right and okay. And with your MLIS degree, did you do concentration in records management or in archives?

A1: No. I mean I did a couple of courses – records management and knowledge management and information policy course.. but.. I did not have a strong focus, I kinda figured it out working in special library environment and be done with that. So I have not really found myself a records management at all.
VL: Okay. It’s just that where the job opportunity, was, was it?

A1: That’s exactly what happened. And I liked it. When I did my core programme, I had the opportunity to do some records management work back then and when I came back, I was working in the library but then a full time opportunity opens up on the records management side and I liked it, I mean I had a taste of it, so I thought well, I am going to go with it, starting out on my career . I had nothing to lose and it took off.
VL: Okay and that so often is the case and I think I sort of fell into it into the same way. And certainly into many other things in life. 

A1: I am not a huge planner of things. I am kinda a believer that things happen for a reason and I just went with it.
VL: So what would you say in terms of your educational background, would you say you wish that you had to prepare you, if you consciously made a decision to go into records management, so I guess what I am looking for is, what do you wish you knew that you have to kinda learn on the job? 

A1: I think just an overall – it’s hard to describe - like in a business sense like in real client management. How do you interact with clients? How do you provide those services that have been very business focus, I guess
VL: That’s really interesting that you say ..

A1: But coming up, like taking clients requirements, doing process mapping like being able to speak in the language that the business speak like those are things are invaluable skills to have. I would say that coming out of library school, you know the principles right? The principles of information organization and searching for things and helping people find their information but in terms of really dealing with the clients, being able to help them with the real business problem, you have to be able to understand their side of the world.

VL: Yeah – exactly.

A1: Like being able to speak their .. you can’t go in and babble about, you know, do your .. you have to really put it across in their terms, what it means for them. 
VL: I think it’s a very very valid point and so many times, graduates don’t learn those skills and then, they have to go out in the real world and learn the hard way. So, that’s really a good point. I make sure that I build that into my curriculum as I develop it. I want to take you to, to talk a little bit more about the electronic records and to ask you is there a preponderance of different types of files? Would you say you have more Word or Excel files or more images? What kind of documentation you have? And I am sort of looking at the question under procedural context, question d – in what formats does this record exist? 

A1: Okay. I would say that a large volume of our documents are certainly created in the Microsoft Office suite of products, so word, excel, certainly some power point, some video but those will probably be the bulk of documents. Having said that, there are an awful lot of PDF files in the system.

VL: Right. Okay. And when you mean the system, are you referring specifically to your..?

A1: Our Document Management System. 

VL: What about the other types of electronic records that maybe generated by …
A1: Emails. Lots of emails. Huge volume.

VL: And are those brought into in any way in your document management system? 

A1: Yes – they are right. In our Outlook programme, the document management system we have is Livelink and there is a little tool, a kinda add on to Microsoft Outlook, there is a little Livelink menu at the top and so you can open your email, save to Livelink and that how it goes into the system.

VL: Okay and what about structured databases? Do you have those, are you relying on those…
A1: We have a lot of those, but right, now our information management programme is really unstructured information and focus and we have another separate team at OSFI that deals – like a data architecture team that deals with that. 

VL: Okay. And does that fall under Janet’s remit as well? 

A1: Yes, it does.

VL: And ...do you know if they do their own archiving? 

A1: We haven’t gone that far yet … its kinda on the horizon, I guess you could say. I have a consultant coming in to do some work to help us out and that’s one of the things that I want them to help us think about how we can accomplish it in terms of bridging the structured and unstructured world. So, it’s not going to happen overnight, like I see that it’s probably a 3-5 year project.

VL: Right. Definitely. But, your plans are imminent to have this consultant come in and help advise you on that.

A1: Yes – that’s one of the things but its certainly kinda comes up every year. Oh, we should start to do something. Now that we have a firmer strategy in place – both like in the IM world and the data architecture world, they sort of mature over the years and its getting about the right time to start to really think about that.

VL: Right. The data architecture people have discovered information life cycle management and so some of the concepts have started to converge, so it’s easier. Good – moving  along then in terms of focusing on the unstructured data, what metadata is created on automatically, what metadata might be added manually that you use actually manage the documents and the records and the system.

A1: Right now. We don’t add anything -  the metadata manually. That was the business decision that was taken when we implemented the document management system and the architecture to support it, but in terms of the metadata that is generated automatically, things like document created, the creation date, the records management data is inherited – so it’s in the background, we certainly set it up so in some ways, it’s been manually entered but users  don’t have to do that every time they add a document, we just have it inheriting from a larger parent folder.

VL: How is that actually implemented? Does the user then through a classification system actually ..

A1: We have a process based folder structure in place so they navigate to the area of the document management system that pertains to their process that they are involved in and the process is kinda reflected in the folder structure so they file the documents based on that.
VL: Okay. That’s great. It just occurs to me that one of the things that could be quite interesting for this research and also just an educational tool is somekind of a WebEx overview of your system, if that is possible. So, I just leave that thought with you and that’s maybe something, you want to consider whether it is appropriate.

A1: In terms of our process based structure methodology?

VL: Yeah – your system, here is an implementation of Livelink, this is how we do it, we have a process based system and this is how a person actually creates a record and this is how it is handled by the backend by us through the system.
A1: I do have a kinda .. presentation that I deliver at a conference a couple of years ago so certainly a lot of information is there and certainly it’s been done for a public audience.

VL: That will be great if you could forward that to me just in the first instance that will really be very helpful. I am teaching records management next term so I think a few live examples are really useful for students and also it’s fits in to the objectives of this project too. So, great. The other question g relates to accuracy, reliability and authenticity and we talk about how you actually mark official so if there is anything else you feel is important to mention about how you ensure accuracy, reliability, integrity of the records?

A1: Some of that is kinda advocated through our suite of policies and procedures that we have in place for users so an example, we do have a policy that defines a corporate record at OSFI and even though there are many definitions of records out there, we kinda taken a global view and what is kinda meaningful for our users and our corporate record definition is basically significant and relevant and final document or significant and relevant working documents so based on that definition view, it’s probably a judgment call what is really a record and not but users make that judgment call in their day to day work all the time to make sure that things get into the system, we certainly do a lot of training and awareness of about the document management system and its usage so people are aware of those policies. And then, things like scanning policies and procedures, certain things we advocate during QA checklist, we scan the document but it doesn’t mean we just throw it into the system. You want to make sure that all the pages are there and the text is clear and the next person who pulls it up knows what they are reading. So, we have things like that in place to make sure that there is compliance on the user’s side because we have a fairly small team and there is only so much that we can do on the IM side for people. We can certainly do spot-checks and things like that but we can’t be at somebody’s desktop 24/7 telling them what they are supposed to do. 
VL: Yeah – and that makes perfect sense. And when you say you provide training, do you have on-site training that is delivered just in time to users.. do you do sessions.. 
A1: We have a variety of training programmes. When people join OSFI, we sit down with them for about an hour and within the first week of their employment, and we do a follow-up session a month later with them to talk about how they have been using the system and had they have problems and all their questions. So, that’s in their first month of employment. But then, we do training specifically for divisions, for certain divisions really having problems filing their documents or things are getting a little bit out of control, somebody may go for a staff meeting and we set up a separate training session for them and developed a training session that is very tailored to their needs. We also have some broader training programme in the past so maybe, one example would be managing your email, or scanning your documents to using hyperlinks. So those are just some examples of more cam training sessions that we will offer and this year, we actually decided not to that because OSFI has been very busy with economic turmoil. What we are doing is one on one session with each employee so they get an hour of somebody’s time from my end and they can talk about whatever they want. For email management, if that is their problem, we can sit with them. Just basic use of EDMS, maybe they want a bit of extra help, searching for documents, so whatever they want, we are giving them that one hour. 

VL: Right. Okay. That’s interesting. Now, I want to focus a little bit on access restrictions and I know that in some systems, when the records come in into the records management system, they go into an archives and there are searchable just as a sort of registry type system. In other systems, the access restrictions are sort of inherited from the original records and so I just want to find out how are access restrictions filled in to your..
A1: That we have in place? Access rights are aligned with a particular process. Now, there are exceptions, sometimes within a process, there may be a particular stage or areas of process that need extra restrictions, so we put those on a particular folder, within a particular area but otherwise they are based on the needs of people within a particular process so as an example, if you are involved with guidelines writings, you will have full access but if you are making an occasional user really just needs to see final document, you just have only read only access. 

VL: Right, okay and so through that mechanism, any Chinese walls that have to be maintained can be maintained.

A1: Yes. 

VL: Right. I am assuming that external users would not, by and large have access to those records?
A1: No

VL: But how do you treat contractors, consultants and so on?

A1: xxx basis
VL: How are changes made to the records, maybe once you declare a case file for example, you mark it as official but if it has to be brought back into the system as a kind of a live case file and have things at it, what is the process by which that happens?

A1: The user will sent a request to their IM team and we will reopen it for them and they will do whatever they need to do, usually just add a few files and extra documents such as kinda of comments and then we will close and back up.

VL: Okay. Do you just on the backend of the system, have you implemented a tier storage structure for your system.

A1: We haven’t – that is in the plan for the next year like we are thinking of kinda split repository where it is more like active records is in a separate storage space and inactive records are in a maybe, cheaper storage space.

VL: Yes – that’s exactly right.

A1: It’s on the work plan. 

VL: So essentially right now, everything, even those which are marked as official are in a sort of an online active storage server.

A1: Yes…
VL: Okay. Now, in terms of auditing, in terms of records management programme and the systems that are operating properly, what are some of the auditing type controls or review type of controls that you have in place to make sure that the system continues to operate properly and policies are being complied with etc.

A1: Okay. There is a full audit trial in the document management system that records actions taken against documents. In terms of real compliance and monitoring, we haven’t done a lot of that and there are strategic reasons why we haven’t, we are waiting for other things to happen or to fall into place before we do that, mainly around accountability and rules and responsibilities. But if divisions come to us and say, you know, we will go through the files with them and explain to them what they need to do. In some divisions, managers have taken upon themselves to do divisional clean-up of their EDMS files so that’s a few of the things that we have in place right now and help to ensure user compliance, but if that programme or that side, that aspect of electronic records management is not fully in place at OSFI right now.
VL: Okay. So that’s an area for future..

A1: Again it’s in our work plan but it might not even happen next fiscal, it all depends on a few other dependency projects, I guess, you can say, around roles and responsibilities and then we want to go into compliance monitoring. 

VL: Right. Okay. Fair enough. Now, let’s talk about retention a bit more. You have given me the Library and Archives Canada framework that you operate within and I am assuming that those retention schedules, those disposition schedules that are set by Library and Archives Canada to determine the retention periods and the disposition.

A1: There are two degrees but the process that we take is that we at the IM team negotiates them with our business unit here at OSFI so the files are related for example to supervision, we negotiate with the supervision stakeholders and present to a list of disposition period to the Library and Archives Canada and they basically say yes, that’s good. But then, they identify their historical files within that framework. But that’s the process that we take so nothing is really dictated, they are based on business needs.
VL: Right. Okay. 

A1: The only one that is separate is our corporate services in our programme support files so IM, IT, HR, administration, who else I am forgetting, internal audit will be another one. Those ones, they are really common services to all government departments, they are business files per se. There is something documented by Library Archives Canada called multi institution disposition authorities or MIDA for short, and that sets out government-wide retention period for those particular processes or services within government.

VL: And you adopted those?

A1: Exactly and it makes it very easy. 

VL: Yeah – I imagine. Now in terms of the operational type records, are there any particular laws, regulations against standards that you have taken into account in setting the retention period or that your business users have brought to your attention as being significant drivers.

A1: Not that I know of really – no. 

VL: So, its more in terms of the operational need of the business unit. 
A1: Yeah. Exactly.
VL: Okay. A number of records managers are saying in terms of implementing electronic records systems is that often times, the classification categories that are set in some of these generic classification models like the federal government one that you refer to are often, a little too granular, so..

A1: They don’t work very well. No. I would say it’s very true. We been really very happy with the process based structure. From the IM perspective, it makes it really easy to have a process map to see into your documents and outputs, it makes sense to the business. It works really, really well for us. 

VL: So, how have you kind of, how did you redid it or restructure it to make it work well. Can you be a little more specific about that?

A1: Well, we have a methodology in place so what we will do is say for example, what is kinda straightforward and good example that I can use? 

VL: Well, you can use one from the business line, that sort of things.
A1: I am thinking that it’s easy to explain on the phone. So, when it be guideline development so we take that process at OSFI and we will go to the stakeholders for that particular process and we will say, okay how about your process? What does it look like? What are your key inputs and outputs? And based on those discussion with them, we will map out their process and to show their inputs and outputs and from there, we will take it and what is there from the logical folder structure that supports that process so what we typically do is to take the stages of that process and in the first stage when they are initiating the guidelines about this, that will be one particular folder and then they say its for consultation, so that makes sense to have a separate folder for consultations and maybe subsets of consultations like different kinds of consultations like maybe internal, or maybe external and then, you will have another folder for your final guidelines and documentation, so that will be the folder for the final guidelines, probably with the letter from the Superintendent saying that’s the one that to be used. So, that’s kinda an example of what we will do. The folder structure is really aligned to the business process.
VL: Right. Okay. And then it’s a question of consulting with the business lines to say how long you need these documents operationally?
A1: Absolutely. Yeah. Again, permissions, we will talk to them about who needs access to those files and whether is there anything that needs to be really restricted. Access and records management and all those things. 

VL: Okay. And what are the main categories of records? You talk about processes quite a bit. What are those processes? 

A1: At a really high level, we have and this one goes into programme activity map that OSFI would have, would be used in reporting to Treasury Board so one of the main functions would be risk assessment and intervention. We also have rule making policy and development, programme support, planning and accountability and that’s more like strategic planning for the whole office per se and there is another one I am forgetting, oh, international assistance, that’s another function that OSFI does and I am missing one, let me just see here, which one I am forgetting? (Pause). Oh it will be liason so that’s where OSFI works with other federal departments and international organisations. 
VL: Okay. Alright and are the retention periods, I just want to make sure that I am very clear on this. Are they set at those high level categories?

A1: No, they are not. They are set at the process level. 

VL: Okay. So, can you give me an example?

A1: Within the risk assessment, we have the financial institution except files and review files and maybe they are called and those are set for retention for about 10 years. On the rule making side, when you have something like guidelines and development, those files are kept for a minimum of like 20-25 years. And another example would be finance files, they are 6-7 years. So everything is set at the process level. 

VL: Okay and those are set out in detail in your disposition authorities.

A1: Yes. 

VL: And then, are you actually destroying any records according to these retention schedules or actually transferring?

A1: Yes. Really in a document management system, nothing really has come up yet. 

VL: It’s quite new.

A1: Yes. For a next few years, yes but not right now. 

VL: And I guess likewise, you haven’t really had the occasion to transfer records to Library and Archives Canada yet that are in electronic form.

A1: Exactly.

VL: And when you destroy the paper records, are you following a set process when you do that?

A1: Yes, we do. We get the listings from the federal records centres that are regionally placed so we have one in Toronto, there is another one in Ottawa and they sent us based on the boxes that we have destroyed, they will send us a list … all these boxes that are due for destruction and what we do that is we go into our I-Link, which is the system that we use for our paper based files and we print out a listing of all different files, like print those descriptions that go with them because we put them into a much nicer format, we do a lot of clean-up on the reporting side and we then sent those spreadsheets to our clients and because the actual destruction of the documents is business decision, they have a final say as to whether its going to be destroyed or whether depending on what is going on in the environment, do they need to keep those files for another maybe 1 or 2 years. 

VL: Right. Okay. Good. And in terms of legal holds, does that come up as an issue or litigation hold where you actually…

A1: Not yet. 

VL: Right. Does this something you anticipate by the sounds of it?

A1: Well, it could. We know the possibility.

A1: Right. Okay.

A1: It’s always kinda there. We’re been lucky to date.

VL: Okay, I suppose in this climate it is always a possibility, isn’t it?

A1: It is. In the records world, it is something its kinda something we always talk about. That’s the what if?

VL: That’s right. Absolutely. In terms of.. this is actually not one of the questions but this conversation about litigation hold sort of brought up to mind, one that I perhaps I forgot to ask you about. What do you see as the biggest risk around the records that you create or your handling of records, so it’s the what if around the litigation hold but that haven’t really manifested itself and so what would you say are your biggest areas of concern or that generally you think, should be on the risk radar screen, if you will?

A1: One of the things that keep underplaying a little bit is.. just the fact that a lot of transitory records make their way into the system, so all the settings you are managing a lot of the records that has little or no business value and yet they are being kept, however long with the rest of the records, people don’t call them and kinda clean them up on a regular basis and it presents around the issue of access to information and they could present them in a more legal context, that access to information is very real for us, we do get requests and we do have to respond to them and soon as you have a lot of stuff in the system that may be should not be there, you are presenting risks from a.. perspective.
VL: Right so this will be things from the personal nature? ..Arguably, would you say those in itself constitutes records in the sense that it shows a path of ..?
A1: Some of them do, especially where comments have been received on them but if you are just saving, saving and saving versions for the sake of it, you know everything you do a new paragraph, you save a document, it becomes a little bit of overkill and that you start to get a lot of stuff building up.

VL: Sure. I am certainly not going to disagree with that. We all have seen a lot our days as records managers, you know of the amount of stuff that builds up. Definitely.

A1: Even the sheer size of the repository has grown exponentially over the years and so that is something to consider to, that’s more on the technical side and certainly from the IM perspective, we are certainly interested in that as well. I guess in the long term, if you are thinking in 20 years, how will the software behave, will we have enough … records at that time like what are the things we need to be thinking about and doing, you know between now and to really preserve our records properly.

VL: I guess that is kinda good set way onto my next line of questioning which is moving into the last section here - technological context, and looking at d and e. How are you looking at managing the technology through time, managing the lifecycle and archiving, so your system is quite new, I suppose you haven’t had a major migration to go through yet?
A1: Not yet. We are going to be doing software upgrade in the next year. The version of Livelink that we are on is old and it is due for an upgrade so that is going to be happening next fiscal year for us. So, that will really be interesting to see how that goes because the integrity of documents is certainly really a big issue in context of system upgrade and that.
VL: Sure and I suppose that there are other issues in terms of the Microsoft suite of technologies and how those change through time and making sure that as you access the older versions, they can be brought forward.

A1: Absolutely. 

VL: Do you have any issues around that at all? 

A1: Again not yet but we will be updating Microsoft next fiscal year as well. Next fiscal year is a big project year so again, those issues will become very apparent when we do that works.

VL: Right. Are you thinking of how you are going to tackle that at all yet or are you  not that far off in that planning?

A1: Not that far off in that planning to really talk about that. 

VL: Right. That might be an interesting area if you have any interest in working with us to look at it as an InterPARES type of project, you know, it does have to do with long term digital preservation and we might be able to assign some graduate research assistants to working with you to develop a strategy there. So, just planting a seed for you to think about there, if you are interested.

A1: Okay. I think about it. There might be time factor and things like that but I will give it some thought. 

VL: Sure. Obviously, it does take time to work with the GRAs but hopefully you get something back in return in terms of their number of hours and their ability to access the literature and provide you with a robust, at least a set of considerations, if not the final solution and we do have some good PhD students with us now. So, they can work quite independently. So anyway, just talking a little bit more about preservation technologies, I am assuming that in terms of long term digital preservation, the idea would just be to maintain the records as they are accessible within the electronic records management system but then at a time when the records become available, they meet their final disposition and then transfer to archives for those are to be archived. The whole problem or question of long term digital preservation really becomes from your perspective the issue for the Library and Archives Canada to deal with.

A1: Yes. At the transfer point. Absolutely. 

VL: And that is no intermediary, no record centre stage at this point. Just live into the system and once we get into disposition, we cross that bridge and hopefully something being designed and put into place 

A1: Yes.

VL: Okay. I just want to make sure that I kinda understood how it flows. It seems quite logical so there is a structure from the paper world that been transferred over, in some respects, but we don’t have a sort of a middle tier set-up yet for the digital environment.
A1: Exactly. 

VL: So that really covers the questions that I have for you Kathleen which is great and I so appreciate your answers and you know, it really given me a lot of good insight. Now at this point, I just want to open it up to you to say that is there anything else that might be useful to bring to my attention specifically to ask you about or do you have specific questions about the project that you like to ask me?
A1: I can’t think of anything that I would like to add. I am just trying to think through – the things that we have done.. But in relationship to your project, so you obviously interviewed me. Have you had the opportunity to interview other records managers in the financial sector?

VL: I haven’t interviewed them to the extent of and level of detail that I have interviewed you. The plan with this project is to have a workshop with them, because there are quite a few of them as compared one of you.. and that workshop is scheduled to take place later in the academic year, I am sort of  thinking, and then we follow up with interviews to clarify points, just simply because of the need to maximize the use of resources. We are familiar with the too much work and not enough resources scenerio. So we have to conduct our research along the same principles. So yes, I will be having focus group sessions with them and follow up interviews – there will be a picture that will be painted that will represent records management within the financial sector looks like – from the regulatory side, from the side of the financial institution and we are just focusing on the Canadian banks. At this point, we are not looking at insurance companies, we are not doing capital markets and so, there is quite a focus on the tier one banks at the moment. I think I am just getting the terminology correct, just referring to the Banking Act or is it Category A. I might be thinking of the Basel capital, so we are looking at Schedule A banks at the moment.

A1: Okay. The big ones. Are you doing anything with the insurance companies? Are you focusing really on the banking sector? 

VL: For this project, I am only funded to focus only on the banking sector and what I hope to do is to attract additional funding to do the insurance sector and then to be followed more specifically on the capital markets because that’s quite a few small players and they got a completely different flavour of things going on there. So and there is also a different categories - the foreign branches of banks .. and we be looking at moving forward with this as a larger programme or activity but not for this year, it will be funding request that will go in into next year. There is quite a bit of work to do in this area but its going to move slowly. So, that’s the plan. And I would think towards the summer time of next year, I will start to be able to issue preliminary report, you know, what is the landscape look like? And in fact, we may be start presenting at things like the ACA Conference and maybe ARMA on Canadian financial sector so you know what the records management sector looks like. What are some the factors that influence records management in that sector? So, that’s roughly how I see things unfolding at this point in time and we are also working on modeling the information as well and making that available through the CiFER website so more information will probably become available just disseminated through the website initially and through conferences or any other mechanisms. So, I will be sure to add your name to the network because we are creating an informal network of people who are working in managing some shape or form financial records within financial institutions or in institutions that are within the financial sector and that includes the supervisors and we are just going to keep you informed of developments at CiFER, you know, white papers we issue or publications we come up with and you know, news items of interest at our website and our model as we start to develop it on the website as well. That’s probably the best source of getting the information as quickly as we have available. So, at this point, it remains for me to thank you very very much for your time and its been, as I say extremely helpful and I sent you an email. Would you like to receive a copy of this recording for your records? 

A1: Sure. You can pass it on. 

VL: What I have to do is I send you detailed instructions because it will be  such a large file and I will have to use FTP and you can access my secure FTP site at the university to download it for a limited time. I can’t password protect the file, so I only leave it up there just to reduce the risk for a limited time. Sp, I sent you an email for the instructions and then you can download because its’ going to be massive. The other thing I was going to do is to ask to follow up with you on the electronic records management presentation that you mention and I put it in that email too as an aide memoir. Anything else, any documentation that you think is suitable for public consumption or consumption for this project, feel free to sent that along as well. Okay Kathleen. I look forward to meeting you at some point in the future. We are planning to hold a workshop in Toronto and the timing of that and what the structure is going to be has yet to be worked out but as plans unfold, I will definitely keep you informed and we look forward in hoping to meet you that time or some other time when I am visiting Toronto just to touch base. Okay. Thanks again and keep in touch and cheers. Bye, bye. 
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