Emergency Response Services Checklist
Self-assessment Aid for Records Management

As Management System Point of Contact for the Records Management System, I am responsible for periodically assessing the implementation of the management systems' requirements across all Laboratory organizations. The Records Management System is included in Critical Outcome 3.2.1.1 Management System Objectives and Assessment Activities and is listed as one of the FY04 Required Assessments in the Integrated Assessment Subject Area. This process is intended to provide senior management with a cross-cutting look at specific aspects of Laboratory operations. 
 

The attached questionnaire has been developed to assist in accomplishing this evaluation. The Self-Assessment is to be completed by the Level 1 or Level 2 Manager for each organization.

Please take a few moments to answer the questions thoughtfully and accurately. If you need clarification, or other assistance, please call Mary Petersen at extension 3489, or Corene Wood at extension 5070. 

Your responses should be submitted to Mary Petersen no later than June 30, 2004.  I will then develop a "roll-up" report summarizing the Lab-wide results for senior management.
	Assessment Question
	Reference
	Yes
	Partial
	*No
	**Not Sure, Requires Assessment
	Not Applicable
	Comments

	The following questions are to be answered by the Level 1 or Level 2 Manager for each Laboratory organization.
	
	
	
	
	
	
	 *All "No" responses require an explanation. 

**All "Not Sure, Requires Assessment" responses require a date the assessment will be accomplished by.

	Have your organization’s records been identified and inventoried? 

 
	1
	
	
	
	
	
	

	Is your organization’s records inventory current and accurate?


	 2
	
	
	
	
	
	

	Is there a current, signed R2A2 in file for your organization’s Records Representative(s)? 


	3
	
	
	
	
	
	

	Has your organization’s Vital Records Custodian (s) completed the required training (ID-VITALREC7)


	4
	
	
	
	
	
	 

	Are duplicate copies of your organization’s vital records being cycled to the Laboratory’s off-site storage location?


	4
	
	
	
	
	
	

	Is responsibility for records routinely transferred upon the termination or transfer of an employee?


	5
	
	
	
	
	
	


Reference Key

1.  See the sections Identifying, Filing, and Maintaining Records and  Inventorying Records in the Records Management Subject Area. 
2.  See the section Inventorying Records in the Records Management Subject Area.

3.  See the sections Developing the R2A2  and Identifying and Defining the Role in the Roles, Responsibilities, Accountabilities, and Authorities (R2A2) Subject Area.
4.  See the section Vital Records in the Records Management Subject Area.
5.  See the section Inventorying Records in the Records Management Subject Area.
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