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Records management brings change

All the methods that can save space and increase efficiency
in storage and management of records will result in changes
that will require training of employees
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neility munagers with records
mupement responsibilities are
implementing major chunges in
today s business world. All of the wop-
jes we have discussed here in previous
columns, such as classification
schemes, retention schedules, offsie
records storage, or document imaging,
involve changing, in some wiy, how
your organization does business, That
kind of chamge also means changing
what your organization expects of ils
employess
What is aften overlooked in manag-
ing change is that employees do not au-
tomatically know, or understand, what
is expected of them. Expectations must
be communicated. When expectations
change, those changes must be commu-
nicated in advance, This need for com-
munication is what drives training pro-
grams in most organizations.

Atraining or performance issue?
However, recards management traiming
programs are rarcly as effective as they
could be. Many records managers view
training as a means 10 IMprove per-
formance, Where performance is suf-
fering due 1o a lack of knowledge or
gkill, training may improve perform-
ance by imparting knowledge or devel-
oping joh specific skills. However, per-
formance problems are not always
training issucs. As a rule of thumb,
training is appropriale where:

« Someone does not know something,
and
« They need 1o know it to do their job.

If employees already know how to do
the task in guestion, more training is
nol the answer, For example, if users
are not deseribing the contents of o
records centre box clearly and accu-
rately, training may or may not solve
the problem. If they already know how
1o deseribe box contents, but choose not
16 do s0 because it is a tedious task, this
is a performance, rather than a train
ing issue.

On the other hand, a new system that
changes the way staff will do their work
can only succeed if training is included
in the process. For example, the imple-
mentation of a new decument imaging
system will fundamentally chunge how
records are deal with. This applies not
only to the records management Leam
but also to end users, managers, sys-
tems stafl, and perhaps even your cus-
tomers,

Prepare, prepare, prepare
How can we cnsure that training will
be effective? The most imporant con-
sideration is preparstion. Abe Linceln
once said, “1f 1 had eight hours to chop
a tree, Lwould spend six of them sharp-
ening my axe.” You can sharpen your
training by ensuring that the content is
targeted 1o the audience. You may need
to research the training topic for ideas
on how to present it effectively. You also
need 10 prepare your RIning room,
arrange for audio visual material, hand-
outs, and refreshments. This all takes
time, and, too often, managers organ-
ize internal training sessions without
allowing for these preparatory activi-
tics 1o take place.

The goal of training is to impart
knowledge or skill in the participants.
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Executive viewpoint

Expectations of staff will change
when measures are implemented
to gain the enhanced efficlency
possible with effective records
management. Gommunication of
what those expectations are, and
how they can be met, |s a vital par!

Training should not be o demonstration
thut the trainer knows how o do the sk
involved, Rather, the goal is for the
participants to be able o do the work
eapected of them when they complele
the training, Training should nal be
based entirely on “welling”, or “lecur-
ing”. All training involves communicat-
ing. However, it should also involve
experience and practice. An elfective
training session includes “skill checks”
. exercises that ensure that the skill
needed to do the task involved hos been
imparted Lo e trainees,

It is also important o think abouw
when training sessions should fake
place. Training is not something that a
traines can store for later use. 1T we ane
rrained on a task, we necd o start pee-
forming that task as soon after the train-
ing session ds possible. Sume training
programs take place long before the
tasks involved need to be done. When
the time comes 1o do the worl, a large
part of the training has been forgolten,
and the skills required have not been
developed.

As you plan to implement changes
in the way YOUr organization manages
its records, be sure to plan for training
to support those changes. The imple
mentation will have {ewer headaches,
and emplovees will have the skills they
need o maintain the new systems in
the longer term.
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