ACCA Criminal Justice Projects Inventory – Information Management

Title: Human Resources Plan 

Jurisdiction: Court Services

Responsible Body: Court Services

Description:

There are now appropriate levels of staff in place at Provincial Court to cope with the Information Management needs of all court centres across the province. The Manager of Information Services position, which heads the Information Management Division within Court Services, was filled in April of 2010. In addition, a new Information Management Analyst temporary position was created and has been occupied since September 27, 2010. Since this new role was filled by the person previously in the Policy, Planning and Research Analyst position, that place was vacant from the end of September until mid-February 2011. A new employee was hired to fill that role and began work on February 21, 2011. The division also has a temporary Archives Technician position, which has been filled since January 2009.
Title: Record Use Audit

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services

Description:

An informal record use audit has been conducted. Beginning in April of 2010, records use was studied and the information gathered was supplemented through interviews with Court Administrators and the Court Officers actually using the records, and the observation of court processes. This examination was completed in May 2011 and has clearly identified what information should be stored as active and semi-active. Final disposition of many of the records will need to be determined through discussions with the Government Records Archivist, which will be scheduled in the summer and fall of 2011.
Title: Records Inventories

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services

Description:

Inventories were conducted in almost every court centre between May and August 2010. The only exception is Happy Valley-Goose Bay, and an inventory of that centre’s records will be completed by the end of summer 2011. Records that are covered by retention schedules, namely Adult Criminal and Small Claims, are being weeded and boxed. Transfer sheets have been completed in many cases, and the shipping of these records from the court centres to the Provincial Records Centre in St. John’s will be taking place throughout the summer of 2011. Additional records series have been identified that will be the target of retention schedules that are now in development. 

Title: Retention and Disposition Schedules

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services
Description:

Retention and disposition schedules are in development for Traffic Court, Youth Court, Family Court and Court Reporting functions. Amendments are also being considered to Adult Criminal Court to reflect the recent move to a case file system. Research has been conducted into legislative requirements and the practices of other jurisdictions, and records use practices have been observed in all court centres across all business lines. As a result of this research and the observations, draft recommendations have been developed and are now being discussed with Court Administrators and other appropriate staff members to determine whether or not they accurately reflect Provincial Court policies and procedures. Once this is complete, the formal process to approve retention and disposition schedules will begin. Taking into account the diminished summer meeting schedule of the Government Records Committee, it is anticipated that these schedules will be approved and ready for implementation by the fall of 2011. 
Title: Co-location of Adoption Records 

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services
Description:

The co-location of all Provincial Court adoption records is almost complete. Records have been shipped from each court centre to a centralized vault with a fire suppression system in St. John’s and a project is underway to develop a detailed spreadsheet index to the files. Any records that are created from now on will be brought back to St. John’s by Court Services staff on yearly visits to the court centres, or by Court Administrators traveling to St. John’s. Some St. John’s files that were in existence prior to the creation of Unified Family Court (now Family Division) were transferred to Supreme Court. Since this co-location project began, the legislation has been reviewed (the Adoption Act) and it has been determined that these records should in fact be held at Provincial Court. Arrangements to transfer them back have been made and this should be completed by the end of summer 2011. 

Title: TRIM Implementation 
Jurisdiction: St. John’s, Criminal Court

Responsible Body: Information Management Division, Court Services & Office of the Chief Information Officer

Description:

Currently, there are several small projects proposed for pilot projects in Criminal Division, St. John’s. 1) Scanning concluded case files to provide instant access and allow for the expedited transfer of records offsite; 2) Scanning and workflow routing for Criminal Record Check/Letters of Conduct processing; 3) Development of forms to allow for statistical reporting for Family Violence Intervention Court; and 4) Storage of court audio recordings. Initial interviewing by a Business Analyst and a Technical Analyst took place between January and March 2011, and a business case document should be ready for review in the near future. It is anticipated that these TRIM projects will be implemented by the end of August 2011.
Title: Policies and Procedures Manual

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services
Description:

As new procedures are developed, policy is being created to reflect this. An Information Management section will be created for the staff only portion of the Provincial Court website that will link to these policies and procedures. It is anticipated that the manual will eventually encompass not only policies and procedures, but will also document the processes within each business line that demonstrate the flow of information and the records subsequently created. This project is ongoing.
Title: New Shelving Systems

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services
Description:

New shelving systems were put in place across the province between March and May of 2010. Mobile shelving was installed in St. John’s and Corner Brook, and Gander Provincial Court also has a similar system. New lateral filing systems, either in cabinets or in new shelving installed in existing storage rooms are now in place in every other court centre. This updated equipment allows for the use of more efficient end tab file folders. Aside from the storage rooms, several court locations also require the installation of additional lateral filing cabinets in registry areas to take full advantage of new filing systems. 

Title: New Filing Systems

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services
Description:

Effective January 1, 2011, Adult and Youth Court records moved to a case file filing system. This replaced the previous practice of filing by record type. A single case folder, based on the last 4 digits of the Information number, now exists for each case and its associated documents. This new system utilizes the new shelving system and end tab file folders, and is on a go-forward basis only.
Title: Digital Recording Copies

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services & Office of the Chief Information Officer 

Description:
This project is being managed with a two-pronged approach. Once TRIM is implemented, court recordings will be exported out of their current proprietary format (VIQ) and stored within TRIM’s repository as a .wav file (for the actual recording) and an .html file (for the log note annotations). All CD recordings made prior to this date will be transferred to a server being set up by the OCIO. Audiocassettes will then be examined and the most efficient means of migrating the recordings to a digital format will need to be arranged. Although this project will likely begin this year, it is not known when the server will be ready and so it is impossible to state a start date. 
Title: Offsite Storage Audits

Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services
Description:

A significant number of court records are stored in boxes at two offsite locations in St. John’s. They are either at the Provincial Records Centre, a facility operated by the Office of the Chief Information Officer, or at Storall, a privately owned and operated commercial storage facility. An audit of all records at Storall began in October of 2010 and continues. This involves determining exactly what records are stored there, whether or not there are retention schedules in place that govern the treatment of these records, and if any records are eligible for destruction. A goal for the 2011/12 fiscal year is to see the records stored at this location reduced by at least one third. A similar audit of the records stored at the Provincial Records Centre is also underway with an anticipated completion date of summer 2012.
Title: Emergency Planning
Jurisdiction: Province Wide

Responsible Body: Information Management Division, Court Services
Description:
Emergency planning for the safety and salvage of records has been developed that will be included in the Provincial Court’s larger Business Continuity Plan (BCP) by the end of August 2011.  Basic salvage instructions have been created for water-damaged records, and training will take place to ensure that all who may be required to treat records are aware of the procedures. Plastic disaster bins containing the necessary items will be placed at each court centre. The BCP will also contain a listing of treatment thresholds that include the following:  1) the amount of damaged records that an individual court centre could reasonably be expected to handle with the abovementioned instructions, equipment, and training, 2) the amount of damaged records that would require a visit and the potential removal of records by Information Management Division staff, and 3) the amount of damaged records that would require treatment by a professional restoration company. Any records damaged by fire would also require professional treatment. 
Title: Information Protection

Jurisdiction: St. John’s, to be expanded province wide where possible
Responsible Body: Information Management Division, Court Services
Description:

The Provincial Court is aware that many of the records in its custody are considered open and public information, though there are certain records containing sensitive personal information that must remain confidential and not accessible to the general public and media. With this in mind, the Information Management Division has identified and updated some of the existing Information Protection (IP) practices. All filing cabinets and shelving systems that contain records are located behind security doors in all areas of the Court, and records classified as highly-sensitive are stored in limited-access vaults. A new onsite locked shredding bin policy was implemented in October 2010 in St. John’s, and all records slated for destruction are shredded onsite by a bonded, private shredding company. The forthcoming pilot implementation of the TRIM records management system will also enhance IP practices by allowing records access to be assigned to appropriate users only, and by beginning to steer the courts away from the use of shared network drives. IP guidelines and their application to all court centres will be formalized and included in an IM Policies and Procedures manual that will be developed in 2011/2012. 
Title: Website Redesign

Jurisdiction: Province Wide

Responsible Body: Court Services & Office of the Chief Information Officer 

Description:

In February 2011, a committee was struck to spearhead the redesign of the Provincial Court’s website. This project will continue throughout the 2011/2012 fiscal year and will involve significant changes to the website’s content and aesthetic look. The impetus for these changes include the requirement to adhere to new guidelines on web design from the Office of the Chief Information Officer, and the need to make the site more accessible for those using adaptive technologies and mobile devices. In addition, there is the desire to include new and more user-friendly content that will aid the various users of Provincial Court and to provide increased electronic services. 
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