APPENDIX 3


SPELTHORNE BOROUGH COUNCIL

RECORDS MANAGEMENT POLICY

1.
Introduction and Aims

1.1 The Council recognises that its records are an important public asset and are a key resource to effective operation and accountability.  As a public body we are also bound under the Freedom of Information Act 2000 (FOIA) to maintain and make available records which people have a right of access to. The Data Protection Act 1998 and Human Rights Act 1998 also support and require such practices. As an Authority promoting effective access to information we are committed to the creation, maintenance and management of records, which document our principal activities.

1.2 The initiative seeks to advance the requirement for open and transparent governance by providing greater public access to information.

1.3 
Our policy for records management aims to ensure the effective management of our records as a source of evidence and information. 

1.4
In creating this policy and following the guidance provided we believe it will assist to embrace the requirements of Part 1 of the FOIA. The framework will achieve the following aims:

(a) assist in identifying documents that may be worth preserving permanently either within the Council or with Surrey History Centre;

(b) prevent the premature destruction of Council documents that should be retained;

(c) provide consistency for the destruction of Council documents not required permanently after the retention periods have expired; and

(d) promote improvement for the management of Council documents to assist in responding to requests for information from the public.

1.5
This policy sets out the Council’s responsibilities and activities in regard to the management of its records in accordance with professional principles and specified legislation and guidance (see annex 2). It provides a framework for service specific guidance and detailed operating procedures. It will be reviewed at 3 yearly intervals.

1.6
A glossary of terms and their meanings are set out in Annex 1

2.
Scope
2.1 
This policy applies to all records in all media and in all parts of the organisation.  

2.2
It aims to ensure records are managed effectively throughout the Council and applies to all employees of the Council and Elected Members as they have access to Council documents and will also apply to any agent, contractor or other organisation with access to Council documents who have been advised of the terms of this policy. 

3.
Records
3.1 A record is recorded information which may be retained in a variety of formats - paper files, microforms, maps, drawings, audio-visual material, electronic documents, e-mails or print outs generated or received by the Council or used, by the Council, as evidence or because of information contained.

3.2 The term does not cover data held for processing; i.e. a database, which can be searched or manipulated, is not a record but is made up of a collection of records and will generate records in output reports.  

4.
Electronic Records

4.1 Electronic records are no different to manual records

4.2 Where electronic records are kept along side manual records cross-referencing should be made. All records must be capable of being traced and interrogated and all records should be logged centrally by the Service, clearly identifiable and not held on individual PC’s.

4.3 Because of the extensive nature of electronic records, separate guidance will be issued on the management of these records by the Records Manager.

5.
Key Objectives
5.1 
The objective of this policy is to define a framework for managing the Council’s records to ensure that the Council:

5.1.1 Creates and captures adequate records of its business activities to demonstrate evidence, accountability and information about its decisions and activities. To meet this objective:

(a) every record should have an identified owner who is responsible for the management and classification of that record and retains a master copy.

(b) 
records used by more than one service should be recorded once to minimise duplication. These records should be identified.

5.1.2 Provides appropriate access to those records to those authorised or entitled to view the information contained within them. In this regard:

(a) records should be classified to ensure accurate and rapid retrieval and systems introduced to assist such retrieval.

(b) 
Confidential or sensitive records should be stored and accessed by appropriately authorised staff. 

5.1.3 Retains records required for business, accountability or cultural purposes with appropriate security and ensures that they remain usable for as long as they are needed. To meet this objective:

(a) each service should have a retention and review policy, which meets current legal requirements for retention and access to records, and a classification scheme, which complies with the corporate scheme.
(b) each service should be responsible for ensuring records are stored in the most efficient and cost-effective manner and will meet the requirements to access them.

(c)
each service  will identify and maintain record liaison officer(s)  to give appropriate coverage to assist with compliance with the retention policy and ensure new and existing staff are trained and made aware of the policy.

.
5.1.4 Protects vital records needed in order for the Council to function effectively. 

5.1.5 Identifies records of long-term value for preservation as archives. 

5.1.6 Ensures that all other records are appropriately destroyed in accordance with agreed procedures when no longer required.

5.1.7 Addresses needs of the Council’s stakeholders, including the public, employees and the Surrey History Service. To monitor this:

(a) any service looking at setting up or altering a records management programme or introducing a document management system should first contact Customer & e Government Services 

5.1.8 Conforms to any legal and statutory requirements relating to record keeping, ensuring monitoring and management requirements are met.

5.1.9 Complies with government directives. In respect of current directives, officers are referred to the following additional materials set out in Annex 2.

6.
Key Features 
6.1 
The records created throughout the Council should address the business needs of the Council. There is nothing to be gained from attempting to have a large central record system. The Council is committed to maintaining a primary system for recording all information used commonly by all Services to avoid the duplication of those records. The creation of more Service specific records will need to be managed by the individual Services themselves.

7.
Responsibilities  

7.1 
The Council’s Management Team is responsible for approving the framework for managing and overseeing the Council’s duties in relation to records management as set out in this policy.

7.2 
The Records Officer (based in the Customer & e-Government Services in the Support Services Directorate) will assist the Heads of Service and others in ensuring compliance with corporate record management policies and procedures. He/she will lead the Freedom of Information records management work programme which will review current practices, develop corporate procedures and will monitor compliance with this policy. Legal Services will provide assistance on any legal interpretation of Legislation and guidance covering records management from time to time.

7.3
Heads of Service are responsible for ensuring the implementation of the programme for the management of their records in accordance with this policy, and for ensuring that all staff are aware of record keeping issues and that staff responsible for managing records are appropriately trained or experienced. Their responsibilities should be included in any relevant Service Level Agreements and Job Descriptions

7.4 
Customer & e-Government Services will ensure coordination of records management work with other information management initiatives within the Council and they are responsible for the technical aspects of managing electronic records. 

7.5 
Staff with specific responsibilities for records management will have these clearly defined in their job descriptions. Liaison staff in each service should be suitably trained to give local advice and assistance.

7.6
All staff – are responsible for:

(a) creating and maintaining records in relation to their work that are authentic and reliable; and

(b) the proper management of the records they create and use. In exercising responsibility they should follow the procedures and guidance issued by the Records Officer from time to time.

7.7
The Surrey History Centre may take records identified as suitable for permanent preservation.

ANNEX 1: Glossary of Records Management Terms

	Archive 
	Record no longer required for administrative, fiscal or legal reasons, but having informational or evidential value for historical research purposes



	Compliance 
	Requirement for retention of records as proof that legal regulations have been observed



	Current 
	Record still being used on a daily basis



	Long-term storage 
	Record no longer needed for reference purposes, but requiring retention for a period of years for evidential, legal or fiscal reasons e.g. social services’ care files



	Owner 
	Originally, the author of a record, or, in the case of records generated outside the Council, the member of staff who was the recipient of the record to action. The owner of the record will change with time



	Liaison officer
	Member of staff nominated by senior officers for each service/section to assist and co-ordinate compliance with the records management policy



	Record series 
	A group of identical and related records that are normally used and filed as a unit and that can be evaluated as a unit in the retention schedule



	Records management
	The planning, control, organisation, and training activities relating to the creation, distribution, utilisation, storage, retrieval, maintenance, protection, preservation and final archiving or disposal of all types of records required for the conduct of the Council’s business



	Retention schedule 
	A list of record series’ for corporate records and for records held by each service detailing how long

and where they should be kept and how disposed of/transferred to archives 



	Review schedule 
	A list of records identified in the retention schedule for semi-current storage, giving dates for reviewing their retention



	Security tagging 
	Marking of records with appropriate security tag 



	Semi-current 
	Record no longer required on a daily basis but needing to be retained for administrative, legal, or fiscal reasons


ANNEX 2: Records Management Standards and Guidance

	BS 4783
	Storage, transportation and maintenance of media for use in data processing and information storage



	BS7799
	Code of practice for information security management



	BS ISO 15489
	Records Management Standard



	PD 0025-1
	Effective Records Management – a management guide to the value of BD ISO 15489-1

	
	

	PD 0025-2
	Effective Records management – practical implementation of BS ISO 15489-1


	BSI DISC PD 0008
	Code of practice for legal admissibility and evidential weight of information stored on electronically



	BSI DISC PD 0009
	Compliance book for legal admissibility



	BSI DISC PD 0010
	Principles of good practice for information management



	BSI DISC PD 0012
	Guide to the practical implications of the Data Protection Act 1998

	
	

	National Archives (Formerly Public Record Office)
	Model Action Plan for Developing Records Management Compliance with the Lord Chancellor’s Code of Practice under Section 46 of the Freedom of Information Act 2000:  Model Action Plan for local government

	
	

	Records Management Society Local Government Group 
	Retention Guidelines for Local Authorities

	
	

	PRO (National Archive)
	Functional requirements for Electronic Records Management Systems.

Guidelines of the Management, Preservation and Appraisal of Electronic Records

E-records toolkits

	
	

	European Commission
	Model Requirements for Electronic Records (MoReq)
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