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Course Overview

Electronic Records Practitioner Competency Training Course is a five-day course for records officers,
document controllers, information administrators, and professionals preparing for an internal competency
assessment who leave with an Electronic Records Competency Evidence Portfolio. Participants demonstrate
capture, classification, metadata, access, version, retention, disposition, retrieval, audit-trail, and
incident-response decisions through practical evidence. The course assesses practitioner execution without
promising an external credential. Electronic records practitioner competency is taught by Agile Leaders
Training Center.

Who Should Attend

• Records operations functions responsible for electronic-record capture and lifecycle tasks
• Document-control functions responsible for version, access, and records handoff
• Information administration functions responsible for metadata, classification, and retrieval
• Compliance support functions responsible for retention and disposition evidence
• Professionals preparing evidence for an internal electronic-records competency assessment

The course assumes participants perform document or records tasks and leaves out system configuration,
advanced governance assurance, and external certification preparation.

Departments and Industries

The course supports electronic-records practitioner competency across service and operational
environments.

• Corporate records and information management
• Financial and professional services
• Healthcare and education administration
• Energy, utilities, and industrial operations
• Government and nonprofit records functions

Learning Objectives

By the end of this course, participants will be able to:



• Analyze capture, classification, metadata, and access requirements
• Apply version, retention, hold, and disposition controls
• Use search, retrieval, audit-trail, and incident-response methods
• Build evidence for electronic-record lifecycle decisions
• Evaluate task results against competency criteria
• Build an Electronic Records Competency Evidence Portfolio

Course Agenda

Day 1: Capture and Classification Competency

• Electronic Record Capture Decision
• Record and Nonrecord Classification Test
• File Plan Assignment Exercise
• Required Metadata Entry Sheet
• Capture Evidence Checklist

Day 2: Access and Version Competency

• Access Role Decision Matrix
• Electronic Version Status Check
• Restricted Record Handling Record
• Authorized Copy Control Log
• Access Exception Response

Day 3: Retention and Disposition Competency

• Retention Rule Assignment Sheet
• Disposition Eligibility Check
• Hold Conflict Verification
• Disposition Authorization Evidence
• Lifecycle Decision Rationale

Day 4: Retrieval and Incident Competency

• Electronic Records Search Strategy
• Retrieval Result Verification
• Audit Trail Interpretation Sheet
• Records Incident Triage Log
• Corrective Task Evidence Record



Day 5: Practitioner Evidence Practice

• Capture and Metadata Demonstration
• Access and Version Decision Exercise
• Retention and Disposition Simulation
• Retrieval and Incident Response Exercise
• Capstone Electronic Records Competency Evidence Portfolio

Practical Exercises

The course uses suggested activities based on records operations in financial services, healthcare,
government, and industrial environments.

• Suggested activity: capture and classify an electronic item with required metadata evidence
• Suggested activity: decide access and version status for a restricted record
• Suggested activity: evaluate retention, hold, and disposition eligibility
• Suggested activity: retrieve a record, interpret its audit trail, and document an incident response

FAQs

Who does the Electronic Records Practitioner Competency Training Course suit?

The course suits records and document-control staff preparing practical evidence and assumes experience
with electronic files, metadata, access, retention, or retrieval tasks.

How does electronic-records practitioner competency differ from governance
assurance?

Practitioner competency demonstrates correct execution of lifecycle tasks, while governance assurance tests
policy, management-system scope, control design, measurement, review, and corrective action.

Does the electronic-records practitioner course award an external certification?

The course builds an internal competency evidence portfolio and does not promise external certification,
accreditation, exam eligibility, or a particular assessment outcome.

What evidence demonstrates electronic-records competency?

Competency evidence includes completed capture, metadata, classification, access, version, retention,
disposition, retrieval, audit-trail, incident, and rationale records assessed against defined criteria.

How are electronic-records competency tasks evaluated?

Tasks are evaluated against stated requirements, accurate decisions, complete evidence, correct control use,
exception handling, traceability, and the participant's explanation of the result.



Conclusion

Participants take back an Electronic Records Competency Evidence Portfolio linking capture, classification,
metadata, access, version, retention, disposition, retrieval, audit trails, and incident response. The portfolio
replaces unverified experience claims with task evidence and assessment criteria. It helps records staff
identify capability gaps, document correct practice, and prepare for internal role-development
conversations.
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