
Planned Project Kickoff

Actual Completion

1:

A:

2:

A:

3:

A:

4:

A:

5:

A:

6:

A:

Project Details

Title Collecting, storing, and managing information within departments/units and

throughout Edison.

Status COMPLETED

Category 7-Measuring Effectiveness Updated 08-22-2008

Timeline  Rev iewed 08-23-2008

10-01-2007 Created 11-24-2009

Version 1

Project Goal

Our cross-functional team has designed a three-pronged Action Project that w ill address the college’s needs for student record
storage w hile protecting personal information and abiding by all FERPA, HIPA, and program licensing/certif ication requirements. It is our
intent to develop processes and capabilities that w ill reduce record error, record duplication, and decrease the possibility for any type
identity theft. Included in our project w ill be the researching of digital imaging techniques that are more environmentally friendly than
paper storage along w ith the investigation of grant funding.

Reasons For Project

Our college community selected Category 7, Measuring Effectiveness, as an area of needed improvement w ithin our organization. A
second college-w ide survey pinpointed the most prevalent concern as being related to personal record storage, both employee and
student. Storage space, document security, ease of access and retrieval, and length of time for retaining records w ere the primary
concerns. Numerous digital imaging programs are available to facilitate record storage and research needs to occur for determining
ease of implementation, technological integration, and overall information use. Cost analysis and budget implications must also be
considered, including potential grant proposals.

Organizational Areas Affected

All college departments w ill be impacted by any changes occurring in our records storage process. Those areas most obvious w ill be
our Human Resources Department and our Student Development Off ices, including admissions, registration and enrollment, and
financial aid.

Key Organizational Process(es)

All processes related to taking information, entering it into our system for storage, retrieving information, and defining timelines for all
aspects of records storage and security w ill need to be review ed. If  new  processes, especially a digital system, are deployed,
training of those individuals key to the processes w ill be critical.

Project Time Frame Rationale

Initially three areas of concern are to be addressed: investigating requirements for record retention of all governing, certifying or
licensing agencies associated w ith the college; clarifying the physical and electronic storage needs and practices of departments
throughout the college; and addressing disaster planning. Each of these areas of concern w ill be supported by various educational
activities and documents that w ill enhance our communication and understanding of data collection and use. It is hoped that area one
w ill be completed by March, 2008. Area tw o should be determined by October, 2008 and area three by June, 2009. In that w ay an
implentation goal of fall 2009 w ould be reasonable.

Project Success Monitoring

The Action Project team is comprised of eight members representing faculty, academic deans, institutional research,student
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development, f inancial aid, and institutional effectiveness. Other employees are being asked to participate in meetings on as "as
needed" basis. Those individuals are representing specif ic programs w hich must comply w ith specif ic record storage requirements.
All Action Project teams are monitored by our 12-member CQI Steering Committee and our Dean for Institutional Effectiveness. Minutes
of all meetings are posted to our Daily UPdate and to our CQI Webpage so that information is available to all college employees.
Discussions of pertinent meeting actions are frequent in departmentl/division meetings and the Academic Senate.

Project Outcome Measures

A less cumbersome method of maintaining the necessary records of college employees, students, and graduates w ill indicate our
success.

Other Information

Project Update

Project Accomplishments and Status

A tw o-stage survey process of all Edison employees, including adjunct faculty, surfaced a general concern about Edison’s ability to
store and to maintain the confidentiality of student and employee records. A review  of our processes for information intake, record
storage, reducing record error and duplicity, and ultimately protecting all stakeholders from identity theft became the focus of this
project. A cross-functional team of eight w as selected to shepherd this project. They represented faculty, staff and administration and
w ere draw n from areas w ithin the college most likely to store records w ith personal information, i.e., Human Resources, f inancial aid,
institutional research, admissions/enrollment, program areas w here there are background checks and licensing requirements, and
faculty w ith academic advising responsibilities. The team met and determined a survey process of all employees to explore current
practices w as a f irst step for gaining a better understanding of our record-related processes. Specif ic areas of concern w ere: w hat
kind of information is being stored and for how  long; is the storage secure, manageable, and accessible; w hat type disaster readiness
plans are in effect; and how  can w e better educate the college community on record storage practices, such as w here and w hat
data is available? How  can it be accessed? And how  can it be meaningfully interpreted? A survey w as developed and deployed
electronically to all employees of the college. Many responded that they did not store personal information and some store very limited
information, such as student grades. Representatives from those areas w here considerable information w as kept and for long
periods of time w ere asked to meet w ith the team for a deeper discussion. Ultimately forty-f ive different types of records w ere
identif ied along w ith the areas responsible, the storage method/physical place, and record retention/disposition. There w ere nearly as
many storage processes as types of records stored. Some of the storage processes w ere defined by external oversight agencies
and others had developed w ithout rhyme or reason. As a result of the survey process and discussions w ith selected area
representatives, the team presented to the CQI Steering Committee general recommendations for handling personal information
records. The recommendations addressed social security number request and usage, the use of the Colleague (student) ID number,
revision of off ice forms, the requirement of locked storage cabinets or secure rooms, and record disposition. In support of these
recommendations a picture ID system w as purchased and effective the fall of 2008 all students and employees have picture IDs w ith
the Colleague ID number on the back. Hence there is considerably less need for social security numbers and w hen they are needed,
the last four digits of the social security number along w ith the birth date w ill gain access to w hatever is needed in our Datatel-based
record storage. Locking f iling cabinets w ere purchased for several off ice areas, and Shred-It Security Company w as engaged for
record shredding and disposition. Our next step w as the investigation of a digital imaging system and three vendors w ere selected for
presentations to the college community. Those w ere Imagenow , Docuclass, and Fireproof.

Institution Involvement

The project team w as cross-functional and all employees of the college w ere invited to participate in the survey process. Specif ic
individuals w ere invited to meet w ith the team to discuss their specif ic information storage needs. All meeting minutes w ere posted to
our electronic Daily Update and to the CQI Web page. The general recommendations for protecting identity w ere review ed and
accepted by the 12-member CQI Steering Committee, and those recommendations w ere distributed via the Daily Update and posted in
the CQI Process Manual. These multiple communication methods allow  for those not directly involved in the project to raise questions
and offer input, if  desired. Our next step, f inalizing a digital imaging vendor, w ill be open to all employees and w hen selected, training
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w ill be provided.

Next Steps

The project team, along w ith representatives of IT and off ices storing large numbers of documents, has selected Docuclass as the
imaging system of choice. We w ill host a second vendor presentation that w ill be open to the college community. Off ices requiring the
storage of large numbers of records and our IT Department w ill be key players in this presentation because of their specif ic needs
and system compatibility. If  that presentation has the support of the greater college community, a recommendation w ill be made to the
CQI Steering Committee for the purchase and implementation of said system. In order to fund this purchase a grant w ill need to be
secured. The team has already investigated somew hat, but the Director of Grants w ill be charged w ith defining applicable grants. The
w riting of the grant w ill be a joint project. When a digital imaging system is in place at Edison, the third facet of this project, records
disposition, w ill have been taken care of. Originally this project w as defined as a three-year venture. How ever, it w ill be retired after
the Action Project Review  is completed. While w e w ill continue w ith the presentations, the grant request, and training issues w hen
necessary, it does not seem to merit Action Project status any longer. The Dean of Institutional Planning and Effectiveness w ill act in an
oversight role being certain the recommendations are completed. Should the grants process not be fruitful, the digital imaging system
w ill be a multi-departmental budget request for the 2009-2010 budgeting process.

Resulting Effective Practices

The open communication and cross-functional participation aspects of our process w ere effective. People throughout our campus
community sense their input is respected and appreciated and w e are all "playing on the same team."

Project Challenges

Our greatest challenges w ill be meeting the f inancial requirements necessary to purchase, to implenet, and to train our employees in
the use of the records storage system.

AQIP Involvement

N/A

Update Review

Project Accomplishments and Status

The action project has produced tangible results through its survey, targeted interview s, and implementation. The overall project w as
originally designed to address AQIP Category Seven: Measuring Effectiveness, and it has done that and identif ied employee concerns
regarding the storage of personally identif iable information. The current project also address AQIP Category Six: Addressing
Organizational Operations in its detailed examination of the processes related to records storage and retrieval. The surveys and
follow -up interview s also address AQIP Category Five: Leading and Communicating. The surveys w ere addressed to all internal
stakeholders (AQIP Category 3), including adjunct faculty. Edison State Community College has taken several important steps to
address the identif ied areas for improvement, including a shift from social security number usage to employee and student id usage,
the purchase of a picture ID system to be used in the current semester, the purchase of locking f iling cabinets, and contracting w ith
Shred-It Security Company for appropriate records disposition. The implementation of these processes demonstrates the institution’s
commitment to closing the loop in assessment, the value of the CQI process to the institution’s stakeholders, and addresses the action
projects primary AQIP Category: Measuring Effectiveness. The action project team is still w orking to identify and acquire a digital
imaging system for electronic document storage and retrieval.

Institution Involvement

The action project team successfully used several modes of communication in achieving their goals (AQIP Category 5), including daily
updates that included detailed minutes of meetings and w ere posted to the Continuous Quality Improvement w eb page, w hich is easily
accessible to both internal and external stakeholders. The f inal deliberations on the digital imaging equipment w ill also be open to the
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various interested and impacted stakeholders, addressing AQIP Categories 3 and 9.

Next Steps

The f inal phase of this action project is the identif ication and acquisition of a digital imaging system for document storage and retrieval.
The specif ic steps for meeting this goal are identif ied in line w ith AQIP Category 8: Planning Continuous Improvement. The CQI Steering
Committee has identif ied one potential vendor for the product, but additional vendors w ill be brought in and feedback w ill be solicited
from the community. Pending the outcome of the process, the college w ill need to identify potential funding sources for the product.
Continuing oversight for the project has been assigned to the Dean of Institutional Planning and Effectiveness.

Resulting Effective Practices

The Action Project has done much to build a campus climate of openness through its communication processes (AQIP Category 5) and
has also emphasized building collaborative relationships (AQIP Category 9). The completion of the project w ill demonstrate the
effectiveness of the CQI process.

Project Challenges

Edison State Community College intends to end the action project phase of the current project upon the receipt of the annual update
review . The steering committee has identif ied the need for a digital records system. Financing the system is a challenge for the
college, and external funding w ill be sought. The committee should plan for multiple possibilities in relationship to funding the f inal
purchase. If  funds are not forthcoming, the committee should explore alternatives to the purchase of a new  system that addresses
the concerns related to document retrieval and storage. In line w ith AQIP Category 4: Valuing People, the steering committee has
identif ied the need to train employees in the use of any new  records storage system.

AQIP Involvement

Edison State Community College is making reasonable progress on the action project.
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