H ' INTERGOVERNMENTAL PREPAREDNESS FOR ESSENTIAL RECORDS I

Records-related emergency training for state and local governments

The IPER Training

Overview, Goals,
and the
Development Process
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H, Introductions

» Joan Krejci Griggs, Education Advisor

* Verna Edwards, IPER Curriculum Coordinator
* Linda Ross, C? Project Manager

* Dianne Walbrecker, C? Instructional Designer
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HH Introduction and

Background

* NARA and CoSA recognize lack of attention
to records-related preparedness nationwide

* NARA's response includes new training
courses aimed at Federal audiences

* CoSA and NARA and FEMA join to address
state and local needs
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HH Introduction and

Background

* CoSA works with NARA to review two courses
for their use In training state and local officials

 State archivists recommend NARA's existing
course material be extended and adapted and
made available to state and local agencies

* CoSA seeks FEMA funding to make it happen



HH IPER Training

IPER Training Goals

e Ensure that state and local governments can
identify and protect essential records

» Ensure that state and local governments, both
during and after a disaster, can access and
use records—paper and electronic—critical
for the restoration of essential government
services and preservation of essential public
Interests

* Promote intergovernmental approaches to
preparedness and response



HH Repurposing

NARA Courses

IPER will adapt existing NARA courses to
state and local audiences by:

« Changing the focus from  Using state/local
Federal rules, regulations, and examples; including state
procedures to those used in resources
state and local governments « Highlighting topics of

greater state/local concern

Reformatting delivery from
In-person workshops to
Web- and CD-based
training

Implementing a
Communications and
Resource Center




HH Definitions

* Webinar
— Via Internet and conference phone call
— Real-time
— Instructor-led

« WBT
— Via Internet
— Anytime, anywhere
— Self-directed (no instructor)

e Stand-alone CD-Rom
— No Internet, accessible
— Anytime, anywhere
— Self-directed (no instructor)




HH IPER Curriculum

* Introduction to Records Management (WBT &
CD-ROM)
— Optional pre-requisite
— Approximately 1 hour
— Self-directed

» Essential Records (Webinar, WBT, CD-Rom)
— Approximately 4 sessions (60 — 90 minutes each)

* Records-related Emergency Planning and
Response (Webinar, WBT, CD-Rom)

— Approximately 4 sessions (60 — 90 minutes each)



HH Training Delivery

Model

* IPER will use a train-the-trainer model to
prepare teams of 5-6 trainers in each state

» Each state team will include representatives
from state archives and RM, emergency
management, IT, and local government

— You pick them

« Each team will return to its state to deliver the
Webinars and distribute CD-ROMs and
encourage WBT



HH Train-the-Trainer

e Attend Webinars on Essential Records and
Emergency Planning and Response

» Attend face-to-face regional Institute, 2.5 days
— How to teach the webinar content
— How to promote webinars in your state

— How to effectively train using the webinar
technology

— How to tailor the curriculum to your state



% Trainer Selection

* Openness to the use of
technology

* Experience as an effective
platform presenter

 Pleasing, well-modulated
voice

e Commitment to
addressing the training
need In records-related
emergency management

* Experience working
successfully in a team
setting

» Subject-matter expertise
(EM, RM, or IT; state and
local)



H’ Why Deliver In Teams?

» Balance in subject matter expertise
* Dynamic, varied delivery
* Requirement to multi-task



HH Roles and

Responsibilities

» Subject Matter Expert (SME)

« “Super” SME

* Instructional Systems Designer (ISD)
* Reviewers

 FEMA/TEI

» Target Audience

* Production Team




HH Development and

Review Process

* Needs Assessment

* Planning and Analysis

» Course Design Document (Plan of Instruction)
* Prototype

 Draft Materials

* Pilots (3)

* Final Materials

* Final Approval
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HH Focus Group Process

* Representative Group
— Leaders from State IT, RM, EM
— Small/Large States
— Geographically Dispersed

* Reviewed Curriculum

* Discussed Objectives

* Discussed Technology

 State-specific iIssues
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H’ For More Information

Verna Edwards,
IPER Curriculum Coordinator

c/o The Georgia Archives
5800 Jonesboro Rd

Morrow, GA 30260
678-215-6333
vedwards@statearchivists.org



