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COURSE INTRODUCTION / OVERVIEW:

This course provides a comprehensive framework for managing organizational records and implementing robust
information governance based on the international standard 1SO 15489. In today's data-driven world, effective records
management is not merely an administrative task but a critical component of corporate governance, risk management,
and legal compliance. This program delves into the principles and practices that enable organizations to control the
creation, receipt, maintenance, use, and disposition of records, regardless of format or media. As highlighted by the
renowned academic Julie McLeod in her work "Managing Records: A Handbook of Principles and Practice", a systematic
approach is essential for ensuring authenticity, reliability, and integrity of information assets. Participants will explore the
complete lifecycle of records, from creation to secure disposal, learning to develop policies and procedures that align with
ISO 15489. BIG BEN Training Center has designed this course to be intensely practical, equipping professionals with the
skills to build and audit a compliant records management system, thereby reducing operational risks, supporting
decision-making, and safeguarding corporate memory. This training moves beyond theory to provide actionable

strategies for navigating the complexities of both physical and digital information environments.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Records Managers and Officers.

¢ Information Governance Professionals.

e Compliance and Risk Managers.

o |IT Managers and System Administrators.

e Archivists and Document Controllers.

e Legal Counsel and Paralegals.

e Quality Assurance Managers.

e Senior Administrative Staff.

e Project Managers responsible for information systems.

e Internal and External Auditors.
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TARGET SECTORS AND INDUSTRIES:

Financial Services and Banking.

Healthcare and Pharmaceutical.

Government Agencies and Public Sector Bodies.
Energy, Oil, and Gas.

Legal and Professional Services.

Engineering and Construction.
Telecommunications and Technology.
Education and Research Institutions.

Manufacturing and Industrial sectors.

TARGET ORGANIZATIONS DEPARTMENTS:

Legal and Compliance Department.

Information Technology (IT) and Information Security.
Records and Information Management (RIM) Department.
Administration and Operations.

Internal Audit and Risk Management.

Human Resources.

Finance and Accounting.

Quality Management.

Corporate Governance Office.
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COURSE OFFERINGS:

By the end of this course, the participants will have able to:

e Interpret the principles and requirements of the ISO 15489 standard.

e Develop and implement a strategic information governance framework.

e Design and apply a business classification scheme for records.

e Create and manage comprehensive records retention and disposal schedules.

e Establish controls for managing both physical and electronic records effectively.
e Conduct risk assessments and audits of records management programs.

e Ensure legal and regulatory compliance for organizational information assets.

e Manage the lifecycle of records from creation to final disposition.

e Champion a culture of compliant records management within the organization.

e Select and oversee the implementation of an Electronic Document and Records Management System (EDRMS).

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, experiential, and participant-
centered. This course moves beyond traditional lectures to foster a deep, practical understanding of records management
and information governance. We utilize a blended learning approach that combines expert-led presentations with
dynamic group discussions, allowing participants to share experiences and solve common challenges. A significant
portion of the course is dedicated to hands-on workshops and practical exercises, where attendees will work on
developing key documents like a records retention policy or a classification scheme. Real-world case studies from various
industries will be analyzed to illustrate the successful application of ISO 15489 principles, as well as the consequences of
non-compliance. Team-based activities and problem-solving sessions encourage collaborative learning and critical
thinking. Participants will receive continuous feedback from the instructor and peers, ensuring they can confidently apply
the learned concepts back in their own workplace. The learning environment is structured to be supportive, engaging, and

focused on building tangible skills.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF RECORDS MANAGEMENT AND ISO 15489

Introduction to Records and Information Management (RIM).

The strategic importance of records management in corporate governance.

Overview of the ISO 15489 standard (Part 1 and Part 2).

Key principles: authenticity, reliability, integrity, and usability.

Benefits of implementing an ISO 15489 compliant program.

The relationship between records management, data management, and information governance.

Identifying stakeholders and defining roles and responsibilities.

UNIT TWO: DESIGNING A COMPLIANT RECORDS MANAGEMENT FRAMEWORK

¢ Developing a records management policy and procedures.
e Conducting a records inventory and analysis.

e Designing a business classification scheme.

e Creating metadata standards for records management.

e Establishing a records retention and disposition schedule.
¢ Integrating the framework with business processes.

e Securing senior management buy-in and support.

UNIT THREE: MANAGING RECORDS THROUGHOUT THEIR LIFECYCLE

e Processes for capturing records into the system.

e Managing active and inactive records.

Storage and handling requirements for physical records.

Strategies for managing electronic records, including email and social media.

Implementing secure and documented disposition processes.

Protecting vital records for business continuity.

Tracking and auditing record access and movement.
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UNIT FOUR: INFORMATION GOVERNANCE, COMPLIANCE, AND SECURITY

e The legal and regulatory environment for records management.

e Connecting ISO 15489 with privacy regulations like GDPR.

Conducting risk assessments for information assets.

Implementing access controls and security measures.

Preparing for and managing e-discovery requests.

Auditing the records management program for compliance and effectiveness.

Reporting on program performance to leadership.

UNIT FIVE: ADVANCED TOPICS AND PRACTICAL IMPLEMENTATION

e Managing digital transformation and born-digital records.

Evaluating and implementing an Electronic Document and Records Management System (EDRMS).

Applying change management principles for user adoption.

Training and awareness programs for staff.

Measuring the ROI of a records management program.

Future trends in information governance and technology.

Final project: Developing a roadmap for ISO 15489 implementation.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

As digital transformation accelerates the creation of unstructured data, how can the foundational principles of ISO 15489

be adapted to ensure effective governance over emerging technologies like Al and blockchain?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This course distinguishes itself by focusing on the practical, strategic implementation of ISO 15489 rather than offering a
purely theoretical overview. While many programs may cover the standard's clauses, our curriculum is built around
actionable frameworks and real-world application. We bridge the gap between understanding the standard and building a
compliant, efficient records management system from the ground up. The content is enriched with case studies that
explore both successes and failures in information governance, providing participants with invaluable lessons in risk
mitigation and strategic planning. Unlike software-specific training that locks you into one vendor's solution, this course
provides universal principles and methodologies applicable to any technological environment, whether it involves
physical records, existing digital systems, or a future EDRMS implementation. The emphasis is on developing critical
thinking and problem-solving skills, enabling participants to design bespoke solutions that fit their organization's unique
regulatory landscape, culture, and operational needs. Our expert instructors guide attendees through complex scenarios,
ensuring they leave not just with knowledge, but with the confidence to lead and execute information governance

initiatives.
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