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Attachment to SF115, Department of Health and Human Services (HHS) Request for
Records Disposition Authority for HHS Office of the Secretary HHS University Portal
and Learning Management System

Item 1. HHS University Portal and the Office of the Secretary Learning Management
System Website

The HHS University Portal is a tool that is used for employee training and training-
related information exchange via communities of practice (COP). The portal consists of
records created and maintained to document the HHS University training program,
including but not limited to course materials for various offered trainings, forms, tests,
working papers, and threaded discussions of the members of the COP. The portal
contains the recordkeeping copy of the course materials and the training materials are
then uploaded to the Office of the Secretary Learning Management System.

The OS Learning Management System (LMS) Website is the internal mechanism used by
staff to access on-line (Intranet) HHS training and to review training transcripts, learning
plans, and related staff development information. The LMS allows reports to be
downloaded by HHS management and Office of Personnel Management (OPM).

a.

scanned-records: GRS 20, item 2a4.

b. Course Materials Master Files: Training materials master case files, including
records accumulated as master files for HHS Office of the Secretary training
courses. Included are handouts, charts, graphs, course outlines, course manuals,
and similar materials.

Disposition: TEMPORARY. Cut off files at the end of the calendar year in
which course materials are superseded or course is discontinued. Destroy/Delete
5 years after cutoff. (Supersedes NC1-235-80-1, item 202-10.)

¢. Student training records: Includes student development plans, transcripts, and
tracking of registration and completion of courses.

Disposition: TEMPORARY. Cut off files annually. Destroy/Delete 5 years after
cut off or when superseded or obsolete, whichever is sooner.

GRS 20, item 16

~ GRS 20, item 12a and

e —Documentation: GRS 20, item 11al



