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What is it and how can it help me?
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Dalhousie University operates in the unceded territories of the Mi’kmaw, 

Wolastoqey, and Peskotomuhkati Peoples. These sovereign nations hold 

inherent rights as the original peoples of these lands, and we each carry 

collective obligations under the Peace and Friendship Treaties. Section 35 of 

the Constitution Act, 1982 recognizes and affirms Aboriginal and Treaty 

rights in Canada.

We recognize that African Nova Scotians are a distinct people whose 

histories, legacies and contributions have enriched that part of Mi’kma’ki 

known as Nova Scotia for over 400 years.



Overview

- What records management is
- Records management @
- Information life cycle and how value is 

determined
- Applying this to your work
- How the Records Management Office is 

here to help
- Resources

- Determining what is a record
- Email triage chart
- Electronic storage repositories
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What is Records 
Management?

Organizational function devoted to the 
management of information in an 

organization throughout its life cycle, from the 
time of creation or receipt to its eventual 

disposition.

The right record
To the right person 

At the right time

Don’t worry Dal has a support office for this!
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What is Records 
Management?

• Assists with how records are identified, 
organized and accessible to authorized 
users through every part of its life cycle.

• As it moves through the life cycle the 
information's value changes.
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Why do RM?
YouTube Video
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https://www.youtube.com/watch?v=LZzcU112vmw&list=PLz6ZKcdTC3zTuNBkPSFR3_MJCpeS8AMR3&index=6


Records 
management 
@  

• Located on the 5th floor of the 
Killam

• Personnel: 
• Dean of Libraries
• University Records Manager 
• RM Assistant* (*50%)

• Email: DalRM@dal.ca 

• As per the RM Policy the RMO 
reports to the University Records 
Committee (URC)
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mailto:DalRM@dal.ca


Records 
management 
@ 

The RMO regularly works with: 

 The Privacy Office
 Information Security & ITS

 University Risk and Assurance
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Records 
management 
@ 

RMO’s role is to:
• Document what information (& data) is 

considered an institutional record and what 
is not. 

• Identify how long & the reason(s) 
information needs to be retained.

• Help you identify where is can be 
stored/accessed.

&
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Records 
management 
@

Records Management Office (est. 
2018)  has created:

 Templates & Forms
 Guidelines & Best Practices 

 Procedures
& 

 Training (like this) to help 
support compliance with the 

policy
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https://libraries.dal.ca/find/university-archives/records-management.html


How is this all 
accomplished?

• RM looks at the life cycle of information
• We figure out what records are to be 
retained for business, historical, legal, 
operational or statutory requirements
• This is outlined in a records 
classifications schedule.

• This is a tool that identifies how long a record type 
is to be retained by accounting for all the above 
and what is to be done with the records after they 
no longer have operational value

• DalCLASS is Dalhousie's records 
classification schedule.
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https://libraries.dal.ca/find/university-archives/records-management/rm-resources/dalclass.html


Information's 
value
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Life cycle 
of 

Information

Created

Used

RetainedAppraised

Disposition



How does this 
impact me?
 
Things to think about

Created
•Saved where?

Used
•Saved where?
•Shared how?
•Collaborate on with who and how?
•What are copies vs the ‘actual record’ or ‘source of truth’

Retain
•Saved where?
•For how long?

•Copies vs the records
•Primary vs secondary office

Appraised
•Is it a record?

Disposition
•I no longer need it – or do I?
•What do I do with it now?
•Secure Destruction 
•Transfer to the University Archives
•Or something else?
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RMO Services

Training & Advisory services related to:

• Figuring out what are records & what 
are not records

• Provide direction on what is to go 
through RM program & what does not

• What to do with the information you 
have, inherited, or are trying to get rid 
of

• How & when to get rid of information 
properly regardless of format

• Electronic 
• Paper
• Other
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RMO Services 
con

• Where to store what
• Email management
• Completing RM ‘paperwork’:

• Inventories
• Disposition Authorizations
• Signing Authorities
• Holds

• Shared repository clean ups
• Use of MS Teams
• When to digitize records and when 

not to
• Departing employees
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Find us how?
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Website under Dal.ca: 
• Libraries > Services > Records 

Management
• https://libraries.dal.ca/services/rec

ords-management.html

Search Dal.ca                  
‘Records Management’

Or   
‘Dalhousie Records Management’

https://libraries.dal.ca/services/records-management.html
https://libraries.dal.ca/services/records-management.html


Some Resources
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On the RMO 
Website 

• Forms
• Guidelines & Best 

Practices
• Procedures
• Templates
• Tools
• Training 

• Slides & Videos

+ more
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Outlook Email Triage Chart [pdf]

https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website_2e_Outlook%20Email%20Triage%20Chart.pdf


Determining 
an what is a 
‘Record’

A record is a record regardless of format.

• DalCLASS is the main records management 
tool that supports the RM Policy. 

• Refer to DalCLASS to help determine what 
records you have.

• DalCLASS outlines how long a record needs 
to be retained, what the disposition is, and 
its information security classification.
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https://libraries.dal.ca/find/university-archives/records-management/rm-resources/dalclass.html
https://libraries.dal.ca/find/university-archives/records-management/rm-resources/dalclass.html
https://libraries.dal.ca/find/university-archives/records-management/rm-resources/dalclass.html
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https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website_13f_Flow%20chart_Is%20it%20a%20record.pdf


Storage of 
Administrative 
Records

• All records are to be retained in an 
approved repository as outlined in 
the Electronic Storage 
Guidelines according to their 
information security classification.

• Once collaboration has been completed 
on a record, ensure that the record(s) 
and any supporting documents, 
are saved in an approved repository.

• Follow your department's file storage 
procedures, ask your 
manager/supervisor, or contact 
the Records Management Office for 
guidance.
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https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx
https://libraries.dal.ca/find/university-archives/records-management.html


Storage of 
Administrative 
Records

• Include storage as part of the workflow
• By defining a workflow, and expectations of 

use, the ‘official record’ should be stored 
outside of TEAMs, so what is on TEAMs 
would be considered a duplicate or 
reference copy.

• Records on a TEAMs site are not to be 
retained longer than what is outlined 
in DalCLASS.

• It is recommended to retain records on a 
TEAMs site as long as they have value to the 
unit's daily use. 

• If they no longer have value to the purpose 
or intent of the TEAMs site, they should be 
removed and filed accordingly.
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https://libraries.dal.ca/find/university-archives/records-management/rm-resources/dalclass.html


14 March 2025Dalhousie Powerpoint Template CHANGE IN MASTER 25

Electronic 
Information 
Storage 
Guidelines

https://dalu.sharepoint.com/sites/its/docs/electronic-information-storage-guidelines.pdf
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751


26

Electronic 
Information 
Storage 
Guidelines

https://dalu.sharepoint.com/sites/its/docs/electronic-information-storage-guidelines.pdf
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751
https://dalu.sharepoint.com/sites/its/SitePages/electronic-information-storage-guidelines.aspx?_ga=2.72080983.571320780.1737728752-349421584.1737728751
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Additional  
Training 
sessions

Digitization Things to think about

Email Best Practices

Shared Drive Clean-up - Where do I start?

Electronic Records – How can I get rid of them?  Part 1 
&2: Prepping  and Sending 

MS Teams   - Things to think about 

Digitization – Things to think about

More to come each term!

https://dal.libcal.com/calendar/RMO?cid=8295&t=d&d=0000-00-00&cal=8295&inc=0
https://dal.libcal.com/calendar/RMO?cid=8295&t=d&d=0000-00-00&cal=8295&inc=0
https://dal.libcal.com/calendar/RMO?cid=8295&t=d&d=0000-00-00&cal=8295&inc=0
https://dal.libcal.com/calendar/RMO?cid=8295&t=d&d=0000-00-00&cal=8295&inc=0
https://dal.libcal.com/calendar/RMO?cid=8295&t=d&d=0000-00-00&cal=8295&inc=0
https://dal.libcal.com/calendar/RMO?cid=8295&t=d&d=0000-00-00&cal=8295&inc=0
https://dal.libcal.com/calendar/RMO?cid=8295&t=d&d=0000-00-00&cal=8295&inc=0


Thank you

DalRM@dal.ca
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