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Executive Summary

The Council has undertaken a ‘preliminary investigation,’ to identify the records management priorities that SCC needs to address. (This will also part satisfy the requirement laid out in Priority Outcome G19 ).

The investigation looked at identifying issues that will affect how the Council manages its records, including:

· On-going corporate and departmental initiatives 

· External drivers (political, economic, social and technical) 

· Current status of records management standards/practices in the Council

In summary this report:

· Provides an overview of the Council’s wide reaching records management requirements

· Identifies problem or risk areas as a basis for defining the scope of the records management programme

· Puts forward short and long term recommendations for dealing with these

· Highlights the need to address both electronic records (EDRMS) and the storage of (paper) records as a matter of urgency.

· Suggests the need to conduct more in-depth analysis, (survey) of records and records management practice to inform any future storage or EDRMS solution.
Purpose

This report is a follow up to the information flow is our lifeblood document that outlined the generic business case for records and information management, which resulted in the establishment of a corporate information resources team, comprising:

· Business Support & Information Manager

· Corporate Information Officer

· Corporate Records Officer

· Corporate Information Security Officer

· Project Manager (Information) and Corporate docman adviser

· Information Assistant

It seeks to summarise the current status of records management and highlight areas for improvement by:

· Identifying the major factors (political, economic, social and technical) that may affect records management practices
· Identifying on-going corporate and departmental information management initiatives with records management implications
· Establishing the current status of Salford City Council’s (SCC) records management provision
· Identifying particular problem or risk areas as a basis for defining the scope of SCC’s records management programme and the priorities within it
In addition, it is intended that parts of this report will also serve as:

· A ‘Preliminary Investigation,’ in accordance with the methodology advocated by the British and International Standard on Records Management, (BS ISO 15489)
Methodology

The report is based on information collated from a number of sources, (listed in Appendix 1).

About Salford City Council (background)

· Approximately 11000 staff over several sites, (Civic Centre, Minerva House, Crompton House, Unity House, Emerson House, St James House, Turnpike House, Burrows House, Wesley St and many more smaller sites) = records held across the City
· Devolved directorates, (communication largely tends to be vertical) although various cross-cutting issues, (including information management) are establishing cross-authority communication channels
· Recently undergone corporate re-structure into 6 directorates: Chief Executives/Customer & Support Services/Children’s Services/Community, Health & Social Care/Environment/ Housing and Planning).
· An improving council that was recently awarded 3 start rating under CPA
· No history of corporate records management; departments have made their own arrangements for records management, (de-centralised)=inconsistency
· Records systems are a patchwork of paper systems and specialist/proprietary databases (Citizen, Care 1st, EMS, SAP, SX3, PARIS, SAFFRON, FLARE, Start, Docuware etc).
External factors affecting SCC’s records management

	
	Overview
	What are the implications for records management?
	Source –see appendix

	Access to Information legislation
	· Environmental Information Regulations 

· Data Protection Act (1998)

· Freedom of Information Act (2000)
	Statutory deadlines for providing access to information means, that records have to be accessible.
	17,18,19

	Statutory requirement to manage records and information in accordance with established standards
	· Lord Chancellors Code of Practice on Records Management issued under S46 of FOIA

· 
	Although it is not a statutory requirement to comply, there is an increased risk of breaching FOI legislation if the recommended measures are not in place. DEFRA also suggests that compliance with the Code will also be instrumental in enabling Authorities to comply with the EIR.
	20

	
	· Data Protection Act, (1998)


	Principle 5 - Data not to be kept longer than necessary The ‘necessary’ retention period should be established and documented in a Retention Schedule. Records should be disposed of in accordance with this to ensure that the Act is not breached by unnecessary retention. (However the Act allows for the transfer of records to an Archive for historical/research purposes if they meet ‘relevant conditions.’
)

Principle 7 - Security The data needs to be protected from unauthorised processing, destruction or damage.  Retention and disposal schedule would reduce the risk of untimely destruction, while the storage arrangements for such records will need to address protection from both human intervention and environmental hazards. 
	18

	
	· Public Records Act, (1958 &1967), instructs every person responsible for public records to make proper provision for the preservation of and access to public records including selection, preservation, deposit and access 
	It is unlikely that Salford City Council is responsible for ‘public records,’ (e.g coroner/magistrate records not those of local authority); Salford comes under the remit of Manchester West Coroner based at Bolton. Need to further investigate the provisions for magistrates. Salford is no longer a designated place of deposit so cannot accept these for long-term.
	21

	
	· Section 224 Local Government Act, (1972), states that, ‘a principal council shall make proper arrangements with respect to any documents that belong to or are in the custody of the council or any of their officers.’ 
	Not a statutory obligation but the ODPM has issued guidance on, ‘proper arrangements.’ This covers both the management of Authorities’ current administrative records and ‘preservation and access,’ to historical archives
	22

	Compliance with best practice standards


	· Code of Practice for Legal Admissibility and evidential weight of information stored electronically,” BIP 0008, (2004)  

· 
	Compliance is not obligatory but it is encouraged, (S46 Code) to give electronic records the best chance of being accepted in court. Such procedures need to be developed on at least risk-based approach, in those areas creating electronic records, (using doc mgmt or PCs) where litigation is likely.
	

	
	· BS ISO 15489
	British and International Standard on Records Management (not only a list of requirements but includes a methodology).
	

	
	· ISO/IEC27001:2005 (Previously BS 7799)
	British and International Standard on Information Technology-Security techniques-Information Security Management Systems. The Corporate Information Security Manager is tasked with aligning the Council with these requirements.
	

	Harper Case
	Information Tribunal Ruling extending the scope of FOI to potentially include information held in back-up systems
	Retention of back-up information needs scheduling and disposing accordingly to minimise obligation to provide this information.
	4

	Civil Procedure Rules (31)
	Practice direction issued to supplement CPR Rule 31.

Extends the definition to specifically include electronic documents, including e-mail and other electronic communications, word processed documents and databases, (stored on computer systems and other electronic devices and media, servers and back-up systems and electronic documents that have been ‘deleted’. It also extends to additional information stored and associated with electronic documents known as metadata.

It also deals with the factors that may affect the ‘reasonableness, ‘of a search.
	Retention of electronic information needs to be managed in an organised manner to facilitate a search with minimum disruption, should it be required.
	5

	EU Data Retention

Directive
	In December 2005, the EU Parliament approved the EU Directive that would set out requirements for retaining data on communication traffic.



	SCC may be deemed an ISP and therefore retention of transmission (especially email) information will need to be in line with this.
	16

	ESCR (future proof), legacy files
	ESCR is intended to bring together all the relevant information for a service user into one place, regardless of whether it consists of different formats, (e.g. notes, emails, video, and letters). The Department of Health has set several targets for achieving this:

· All new documents created or received for new cases, (video and audio not included) Oct 2005

· All new audio, video for new cases April 2006
· All new and pre-existing documents (inc. audio/video) for current cases Oct 2006
	This will require an EDRMS. Any implementation needs to take into account a variety of RM needs, (BS ISO 15489 methodology) including sustainability of records for up-to 100years and legal admissibility.
	39

	Children’s Act (2004)
	The establishment of an integrated Children’s Service, made up of various partners, (Police, Health Authorities, etc) with Local Authorities having the lead role for bringing partners together to implement a programme of integrated delivery and therefore being required to appoint a Director of Children’s Services between 2006-08.
	A file plan based on functions and activities (not depts) will be required to accommodate the re-organisation now and in the future. The increased need for information sharing with partners will require security and standardisation (interoperability) to be further investigated.
	8,9,10

	EU Directive on the Re-use of Public Sector Information, (2003/98/EC)


	Should authorities want to supply their information for re-use; (using documents held by public bodies for a purpose other than the reason they created for) it stipulates how this should be done.


	Potential records management issues may occur as public bodies will be required to produce an Information Asset List of all documents that are available for re-use and the terms and conditions under which re-use is permitted.
	23

	E-Government Priority Outcomes
	ODPM has defined ‘Priority Outcomes,’ which Local Authorities are expected to deliver. IEG
 funding has been given for undertaking this. 
G19 requires, “Adoption of ISO 15489 methodology for Electronic Document Records Management and identification of areas where current records management policies, procedures and systems need improvement to meet the requirements of FOI and Data Protection legislation.”  
	SCC will need to commit to undertaking the BS ISO 15489 methodology in implementing any EDRM measures or auditing current systems for compliance with DP/FOI.
	6

	
	G21 requires, “compliance with the Government Interoperability Framework, (e-GIF) including the Government metadata standard, (e-GMS).”


	To facilitate interoperability, electronic records management systems should look at standardisation of terms for naming documents, recording standard types of information, using XML and adopting E-GMS, (particularly those elements that may support improved management of information).


	

	CPA
	 CPA 2005-2008 is proposing to expand its assessment of Cultural Services to include Archive Services. Pilot work by the Public Services Quality Group (PSQG) of the National Council of Archives is being undertaken to establish KPIs.
	Without a publicly accessible Archive Service it is unlikely that SCC will perform well against any such KPIs. The CPA requirements will need to be clarified, (whether Archive are optional for inclusion) and work on KPIs need to be monitored.
	7

	Gershon Efficiencies
	Over the next 3 years, the ODPM will expect each Local Authority to achieve 2.5% efficiency gains per annum and demonstrate these in self-assessed Annual Efficiency Statements
	Potential RM savings include:

· Procurement of Commodity Goods and Services

-
Co-ordinated approach to arrangements for long- term record storage facilities

· Co-ordinated procurement of record disposal and destruction services, (shredding).

· Corporate Service Efficiencies

· More efficient retention and disposal of records can free-up storage space and reduce need to buy extra capacity, (especially electronic storage).

· Productive Time

· Implementing Records Management policies and procedures to standardise processes can ensure that records are accessed and managed more promptly; thus reducing the time that staff spend on locating and retrieving information.


	24

	Integrated Public Sector Vocabulary (IPSV)
	Consistent standardisation across the public sector of terms for populating the ‘subject,’ metadata element of E-GMS, (required as part of Priority Outcome R3). It now includes internal facing terms. (Supported by E-Service Delivery Toolkits).
	Investigate use for categorising the information held in the FOI publication scheme. External project to map it to LGCS (below) may assist with auto-classification of documents for.
	25

	Local Government Classification Scheme, (LGCS)
	Standardised classification scheme for organising records to enable organisations to manage and share information more effectively.
	Should be used (adapted) as a basis for file plans to enable consistent management. It is due to be mapped to the Local Government Retention Schedule (expected June 2006).
	26

	ISO 19005 Document management -- Electronic document file format for long-term preservation
	Part 1: Use of PDF 1.4 (PDF/A-1) Defines a file format based on Portable Document Format (PDF) which aims to provide a mechanism for representing electronic documents in a manner that preserves their visual appearance over time, independent of the tools and systems originally used for creating, storing and rendering the files.
	Need to evaluate as part of the strategy for managing electronic records.
	

	Mind the Gap
	A ‘state of the nation,’ report launched at the House of commons in February 2006 highlighted the need for a preservation strategy for electronic records that need to be held over 20 years. 


	This will be a priority for records such as those created as part of the ESCR where retention period may be up-to 100 years. It suggests that it would be most cost efficient to do this at the point of creation, particularly when systems are set up and that it will require a cross disciplinary team to take on responsibility for this.
	1

	Greater Manchester County Records Office, (GMCRO) bid
	As part of AGMA, Salford contributes jointly to the funding of the GMCRO. GMCRO currently holds public records on behalf of the Council due to SCC Archive Service no longer being recognised as a place of deposit.  GMCRO no longer has capacity for further deposits and is therefore proposing re-location and a bid for a new storage facility.


	Investigate whether Salford would be committed to funding part of this and whether any additional storage capacity for Salford would be included in this.
	14

	European Regional Development (ERDF)/European Social Funding (ESF)
	As a recipient of funding, SCC will have received a contract that obliges them to manage associated funding records in a prescriptive manner, (detailed in the contract). It is common for these to be requested to be kept in original form and for lengthy retention periods.

These can be audited and non-compliance can result in funding being re-claimed by the ERDF/ESF.
	Identify those held in SCC and whether current provisions are compliant.

Should consider the long-term costs of maintaining records in accordance with the EU requirements when making future funding bids.


	26

	Requirements for EDRMS
	Both the National Archives (TNA) in the UK and the DLM Forum (European) has developed functional requirement specifications for auditing EDRMS against. DLM Forum is in the process of updating their’s to MOREQ 2, with National Archive involvement
	Need to look at applying the TNA’s spec in the local government environment and using this to assess systems against.

Need to keep up with developments on MOREQ 2,


	37,38


Internal factors that may impact on SCC’s records management

	
	Overview
	What are the implications for records management?
	Source

	Establishment of BSCIRT


	Will establish a clear council-wide strategy for information management, contribute to more efficient utilisation and exploitation of information and ensure Salford City Council meets its legislative, regulatory and best practice obligations.


	Corporate resource for records management, (Corporate Records Officer). 
	

	Re-locations


	Urban Vision is facilitating several re-locations of departments at sites across the Council. Regular Accommodation Review Meetings.

Procurement would like to look at a corporate procurement of any off-site storage solutions.
	Often resulting in reduced storage facilities; requiring rationalisation of records, etc. Guidance required, (retention schedules) and additional storage facilities sourced if necessary.
	2

	Enterprise roll-out
	Corporate implementation of the Enterprise solution providing standardisation of the Desktop environment and collaborative working tools. 


	Removal of information off individual C drives and moved to a backed up alternative, (P drive). Volume and relevance of information held on C drives not known. Proposing storage of information on 3 drives (individual, team and directorate) = may need to look at, ‘corporate,’ drive to make this consistent with National Archives advice. Also puts users on same version (Office 2003). Need to look further at:

· Rationale for retaining/disposing of information held on C drive

· Impact on access to existing records- (supported?)

· Improved xml support-but down to developers to take up capabilities) 

· Info rights management facility

· Feed into Enterprise project-risk/issue log
	28,29

	ICLipse roll-out
	Departmental rollout of document management system in Customer Contact Centre (CCC), Council Tax & Housing Benefits Services, Financial Services Group and Housing and Planning Directorate.


	Need to look at whether the system can also support records management functionality as and when required.
	32

	
	Implementation of ICLipse in Chief Executives for back-scanning project.
	Need to support their construction of a file-plan and their rationale for scanning and disposal, (as not everything can or will need to be scanned).
	12

	CISP
	Corporate Information Security Policy and programme rolled out via Info Sec Officer.
	There will be crossover with RM (assuring integrity) –disposal policy, equipment usage, info classifications (security).


	33

	Partnerships
	Council is involved in a number of diverse arrangements for working with partners. (Urban Vision, Salford Community Leisure, New Prospect Housing Limited, PCT).
	Need to be clear on the constitution of such partnerships and whether the Council has any responsibilities for their records/information. (Particularly whether they are captured by FOI, (and S46).


	

	Re-submission of the Publication Scheme
	Required under FOI – a list of accessible information.
	Categorisation of information using the IPSV would provide potential to automate its population, if mapped to the LGCS.
	34

	Business Process Re-engineering
	Corporate resource being rolled out to re-engineer working processes to be as efficient and productive as possible.
	Records Management tools need to reflect working practices. Ideally BPR needs to precede RM work, (especially classification schemes) and may also provide a basis for this by covering some aspects of functional analysis.
	

	ESCR


	Bought Carestore as a repository that works with Carefirst. So far staff saving records created electronically into Carestore, (instead of ‘my docs.) 

Identifying 3rd party docs to inform decision, as whether to scan all need a local view of definition of ESCR.

No scanning yet but by Oct 06 (current clients only). No intention to destroy as yet. Need to identify capacity to do this, (possibly Children’s Services).

Children’s files –long retention periods

(up to 100 years). Adults not so long.
	Need to support Project Board in identifying records for scanning, retention schedules and procedures for legal admissibility.

Also need to address long-term storage requirements.
	36

	Multi-Functional Devices (MFDs)
	Procurement project to remove individual desktop printers, etc and replace with shared MFDs with printing, faxing, scanning, photocopying facilities.
	Need BSIRT involvement in the producing a spec and evaluating the scanning facility of these machines, to ensure they meet info and records management needs.
	11

	Children’s Locality Teams
	Project to establish these teams on-going in 2006.
	RM implications in the establishment of shared records/information. Look at scanning and organising records to support this. It is envisaged that this could act as pilot for implementing records and information management across the directorate. Will work with R. Cohen as and when required.
	35

	Archive Service
	SCC is the only council in AGMA that no longer has a resourced Archive Service to manage the Archive and the historical records of Salford City Council, (following the retirement of the Archivist in 1991). Existing archives, (many un-catalogued) are currently stored in the Museum’s gallery but health & safety concerns prohibit access. In April 2005 an Archive Consultant undertook an assessment of the Archives and recommended a number of measures that were underpinned by the recommendation of recruiting a professional archivist. SCC is planning talks with Salford University to see if there is potential for a partnership to address this gap.
	Archives are inaccessible (other than in response to FOI requests) limiting the potential for the Council’s corporate history to be exploited for education and cultural purposes.

There is no provision (facility or procedures) for selecting and preserving modern records of the Council. This contradicts S46. Advice that authorities should maintain a selection policy and transfer such records to ‘an archival institution that has adequate storage and public access facilities.’

A toolkit for selection and transfer has been produced by AGMA but without Archive resources this cannot be implemented.
	14,15

	Audit Post Implementation review for CSS
	Follow-up report on Computer Audit previous recommendations.
	Many of the recommendations, (R11, R14, R15, R18, R20, R21, and R22) have records management implications. Any work will need to support these recommendations on storage, retention, destruction and management of records and information, accordingly. 
	13


Current Status of records management in Salford City Council and implications of internal and external factors, (above)

	Issue No.
	Detail
	Short Term Recommendation
	Long term

Recommendation

	
	Awareness


	
	

	1
	Lack of corporate awareness of what records or records management is.
	Establish Intranet presence

Make available E-Learning module on Intranet
	Make e-learning module part of appraisal/ ICT induction

	2
	Stakeholders lack understanding of what records management entails and the potential crossover with their work.
	Introduce the key issues that senior users, IRT, ICT as and when required (briefing note/presentations).
	Communication strategy to keep stakeholders updated.

	
	Retention of records and information
	
	

	3
	Inappropriate retention of duplicate/redundant paper records and information because retention schedules are either inconsistent or non-existent.

Staff unsure of legal and operational retention periods.


	Circulate the Local Government Retention Guidelines to be used as a guide for any disposal in advance of corporate schedule being developed. 
	Develop corporate retention and disposal schedule.

Establish responsibility for authorising regular disposal.

Establish and communicate procedures on how to adequately dispose of information.



	4
	Inappropriate retention of duplicate/redundant electronic records in systems, inboxes, back-ups, e-archives because staff are unaware of the need to dispose of information and systems have not always been set up to support disposal.
	Circulate note on retention of electronic information to raise awareness.


	Work with current projects looking at implementing systems (ESCR, doc mgmt, etc) to ensure that disposal function is included.

Produce spec of records management functionality for future evaluations.

	
	Disposal of records and information
	
	

	5
	Inappropriate disposal of redundant records and information (staff are unaware/not confident in confidential waste disposal services).

Costs being assigned to departmental budgets may be prohibitive to using such services.
	Produce a corporately accepted definition of ‘confidential waste.’

Advise staff to utilise their departmental service.

 
	Look at provisions for confidential waste disposal.

Establish corporate solution/provider and how this would be funded.

	6
	Without an Archive Service/Archivist there is no facility to select and preserve Salford City Council’s historical records. 
	Attend Greater Manchester Archivist Group meetings, (quarterly) to keep up to date with Archive issues that may affect SCC and advise the Head of Cultural Services as and when necessary.
	Provide support in talks with potential partners that may resource SCC’s Archive Service.

When a resource is established implement policy and procedure to support the transfer and appraisal of records for preservation.



	
	Records storage facilities
	
	

	7
	Storage facilities for physical (paper) records at full capacity.


	Attend Accommodation Review Meetings.

Provide guidance on disposing of legacy records in storage areas and circulate via the Accommodation Review Board.

Rationalise legacy of unmanaged records in line with records management policies and procedures.


	Establish the rate of growth of records and the space required to store them.

Work with Urban Vision to investigate more efficient and economical storage options, (sites and equipment).



	8
	Storage facilities inappropriate for purpose, (poor access, health and safety concerns).
	Work with Health & safety on risk assessing access to problem areas.

Rationalise records where possible.
	Assess suitability for purpose and look at as part of the investigation above.

	9
	Departments procuring storage facilities from third parties.
	In the event that external facilities are still sought, a corporate approach would obtain better value rates from suppliers.

Circulate guidance on negotiating storage contracts.
	Look at as part of storage investigation.

	10
	No register of where records are held (various joint storage places- Crompton House garage, Belmont Hostel, Park House Irlam).


	Audit records and where they are held.
	Maintain database on location of physical records.

	11
	Proliferation of storage media, (memory keys, CD’s, disks) not governed by policy or procedures.
	Produce advice and guidance note on this.
	Address under CISP –equipment usage and make it consistent with RM and home working policy.

	
	Access to records
	
	

	12
	Sharing information and records via multiple sources; Intranet, SOLAR, Project Support Office, MS Share-point portal.

(These should not be used as repositories for storing original records, only as a distribution/publication tool for copies). 
	Use of these distribution tools needs to be documented/controlled so that users are clear on what they should share in such areas and their RM responsibilities.
	

	13
	Inconsistent approach to indexing and classification terminology, (Information and data standards are either not established or communicated).


	Raise awareness of data standards such as LGCS, IPSV.
	Explore uses and establish which will be adopted and where these need to be applied.

Communicate to appropriate groups.

	14
	Vital physical records not identified in plans for disaster recovery/business continuity.


	Identify vital records.
	Establish programme for protecting vital records, (duplication/storage, etc).

	
	Electronic Records Management
	
	

	15
	Electronic Records are often inaccessible to those who need them because held on individual’s PCs, (silo mentality and perception that records are theirs not the Council’s).
	Encourage use of facilities to share information, (RM Policy).
	Establish departmental and then corporate file plan to organise records in shared storage facilities.

	16
	Systems and procedures do not adequately facilitate version control resulting in access to inaccurate information and retention of redundant drafts.
	Review any existing guidance on version control.
	Issue guidance on version control and its importance.

Look at exploiting systems to support improved version control.

	17
	Integrity of electronic records is not assured by current systems or procedures. (Cannot prohibit changes to a record once it is declared-often unsure which is the final version of a document).
	Audit and evaluate current systems, (shared drives/EDMS).
	Incorporate findings into EDRMS strategy.

	18
	Departmental rollout of document management solutions, (no strategic co-ordination) resulting in different systems being procured; ICLipse, Care Store.
	Decide what is meant by EDRMS (one system that integrates with dept systems or separate systems) and look at developing a short-long term strategy.

Look at Children’s Services Locality teams as pilot for integration of Education’s preferred EDMS with Care Store.
	Implement long-term strategy for EDRMS.

	19
	Current document management infrastructure may not support records management:

· Quality issues (scanner or software?) doesn’t pick up red pen/highlighters/coloured paper

· Date defaults to scanning date

· Manages by document-not always conducive for management-its by context

· No retention criteria applied

· Keyword searches may not be appropriate to all departments
	List key requirements for records management functionality.

Evaluate current EDMS against this.

Evaluate ANITE’s proposed records management module.
	Place current EDMS in the strategy for EDRMS.

	20
	No documented procedures for creating legally admissible electronic records.
	Work with ESCR project board to establish guidelines for adopting procedures that comply with the BIP0008.


	Identify those records that may be required to be legally admissible (Risk based approach).

Develop guidelines for corporate use and implement where necessary

	21
	There is no documented migration strategy for ensuring sustainable e-records, (particularly for ESCR).
	Add to ICT’s Operational Risk register.
	Develop a migration strategy as part of wider strategy for managing e-records.

	22
	Email is primarily stored and managed in individual in-boxes (hindering accessibility). It is not managed as a record.


	Develop an email management strategy as part of wider EDRMS strategy.

Implement short-term recommendations.
	Implement long-term recommendations.

	
	Policy & Procedures
	
	

	23
	Although the email policy advises non-related email to be saved in separate folder and addresses integrity to some degree, it does not treat email as a record and there is no supplementary guidance for how staff should manage it as such.
	Address these issues in the email management strategy.
	Need to identify those email records, establish a retention schedule and facility for their storage as record (non PST).

Look at its place within the EDRMS strategy.

	24
	Departmental policies have been developed:

· CHSC have policies on case recording, confidentiality, info handling, and disposal of confidential material

· HR have email retention guidance, handling guidance. =good where personal data involved
	Review and where applicable adapt into corporate wide policies as and when required.


	

	25
	Home-working policy, (under HR) doesn’t address RM issues.


	Draft a paragraph on RM and ask HR to include in the next version.
	

	26
	De-centralised resource for policies may result in inconsistency/inaccuracy.


	Establish a location for all info management related policies and procedures.

Encourage dept to only have hyperlinks to these rather than duplicating guidance.
	

	27
	No corporate records management procedures, -instead determined ad hoc by departments, (often not documented).
	Establish corporate policies/standards for records management.
	Implement policies and develop procedures as and when required.


Source: Conclusions based on information gathered at meetings with Directorates, (please see appendix).

Emerging Priorities

· Produce and implement a records storage strategy to resolve the issue of long-term storage of physical (paper) records
· Produce and implement an EDRMS strategy that also addresses the management of email

Considerations

· There is no corporate view of what records the Council holds. We can only make an informed decision on accommodating these records more effectively once we know what is held and how it needs to be kept, (in terms of duration, security, etc)
· Any plans for an effective implementation of EDRMS will be based on transferring a good standard of records management in the paper environment to the electronic. Standards of records management in the paper environment is not adequate to support this; this will need to be addressed first
· Any plans for an effective implementation of EDRMS will be based on transferring a good standard of records management in the paper environment to the electronic. Standards of records management in the paper environment is not adequate to support this; this will need to be addressed first
· It is more costly to retrospectively address records management in the electronic environment; it is better to do this at the point of creation of systems
Suggested Actions

· Undertake a survey (in accordance with BS ISO 15489 Methodology) to identify what records are held, how they need to be managed to underpin both the storage and EDRMS strategy
· Produce a timetable for delivering achievable short-term recommendations
Appendix 1: Sources

	
	Type
	Subject
	Source
	Date

	1
	External Report
	Mind the gap: Assessing digital preservation needs in the UK
	Digital Preservation Coalition 

http://www.dpconline.org/docs/reports/uknamindthegap.pdf

	February 2006

	2
	Forum
	Accommodation Review meeting
	Key contact: Andy Hamer of Urban Vision
	

	3
	Guidance
	Managing records in LAN
	National Archives: http://www.nationalarchives.gov.uk/electronicrecords/advice/pdf/managing_elect_docs.pdf
	

	4
	Tribunal Ruling
	Harper vs Information Commissioner & Royal Mail
	http://www.informationtribunal.gov.uk/our_decisions/documents/harper_v_information_commissioner.pdf

	Nov 2005

	5
	Practice Direction 
	Amendment to Rule 31(to supplement Civil Procedural Rules).
	http://www.dca.gov.uk/civil/procrules_fin/contents/practice_directions/pd_part31.htm

	Oct 2005

	6
	Internal PID
	EDRMS & G19
	
	Nov 2005

	7
	Guidance
	CPA and inclusion of Archives
	http://www.nationalarchives.gov.uk/services/pdf/autumn05_p1.pdf
and http://www.idea-knowledge.gov.uk/idk/core/page.do?pageId=1074504
	Feb 2006

	8
	External report
	Information in Social Care,
	Department of Health

http://www.dh.gov.uk/assetRoot/04/07/36/77/04073677.doc

	2001

	9
	External report
	Every Child Matters

	http://www.everychildmatters.gov.uk/

	2003

	10
	Guidance
	Information sharing databases in Children’s Services
	ICO http://www.informationcommissioner.gov.uk/cms/DocumentUploads/Comments%20from%20the%20Information%20Commissioner.pdf

	

	11
	Meeting
	Multi Functional Devices
	Meeting with Gary Amos & Colette Hilton 27/04/06
	

	12
	Meeting
	ICLipse implementation in Chief Exec’s Dept
	Meeting with Lisa Slingsby
	Mar-Apr 2006

	13
	Internal Report
	Audit Post Implementation review for CSS
	Ref:2861/CSS/05
	

	14
	Meeting
	SCC’s Archive Service
	Meeting with Robin Culpin
	April 2006

	15
	Internal Report
	Assessment Report on Salford City’s Archives
	Archives consultant: Elizabeth Oxborrow-Cowan
	April 2005

	16
	EU directive
	EU Directive on Data Retention
	www.europarl.eu.int/oeil/file.jsp?id=5275032
	Oct 2005

	17
	Legislation
	Freedom Of Information Act
	http://www.opsi.gov.uk/acts/acts2000/20000036.htm

	2000

	18
	Legislation
	Data Protection Act
	http://www.opsi.gov.uk/acts/acts1998/19980029.htm


	1998

	19
	Legislation
	Environmental Information Regulations
	http://www.opsi.gov.uk/si/si2004/20043391.htm

	2004

	20
	Code of Practice
	Lord Chancellors Code of Practice on Records Management
	http://www.dca.gov.uk/foi/codemanrec.htm

	

	21
	Legislation
	Public Records Act
	http://www.nationalarchives.gov.uk/policy/act/act.htm
	

	22
	Guidance
	ODPM Guidance on S.224
	http://www.odpm.gov.uk/index.asp?id=1133760
	

	23
	Legislation
	Re-use of Public Sector Information Regulations
	Office of Public Sector Information

http://www.opsi.gov.uk/
	2005

	24
	Government Target
	Gershon Efficiencies
	http://www.odpm.gov.uk/pub/507/DeliveringEfficiencyinLocalServicesPDF320Kb_id1135507.pdf
	

	25
	Standard
	IPSV
	http://www.esd.org.uk/standards/ipsv/
	

	26
	Standard
	LGCS
	http://www.esd.org.uk/standards/lgcs/
	

	26
	Meeting
	ERDF/ESF Records
	RMS North Meeting 
	March 2006

	28
	Meeting
	Enterprise
	P.Ning
	April 2006

	29
	Project documentation
	Enterprise
	Project Support Office 
	

	30
	Meeting
	Re-location/storage
	Ken Whittick 
	April 2006

	31
	Meeting
	Storage
	Collette Hilton
	April 2006

	32
	Project Documentation
	ICLipse
	Project Support Office
	

	33
	Corporate Policy
	CISP
	Intranet: http://intranet.salford.gov.uk/ethics/infosecuritypolicy.htm

	Feb 2006

	34
	Project Documentation
	Publication Scheme
	Shared Drive
	

	35
	Meeting
	Children’s Locality Teams
	R. Cohen
	April 2006

	36
	Meeting
	ESCR
	W. Threllall & Paula Wright
	April 2006

	37
	Guidance
	Functional Requirements for ERMS 
	National Archives: http://www.nationalarchives.gov.uk/electronicrecords/reqs2002/pdf/requirementsfinal.pdf

	2002

	38
	Standard
	MOREQ/2
	http://europa.eu.int/comm/secretariat_general/edoc_management/dlm_forum/doc/12_Macfarlane_06-10-05am.pdf
	

	39
	Guidance
	THE ESCR
	Dept of Health: http://www.dh.gov.uk/PolicyAndGuidance/InformationPolicy/InformationForSocialCare/FrameworkDocument/FrameworkDocumentArticle/fs/en?CONTENT_ID=4073669&chk=4CBoI2

	


� The conditions include that data cannot be further processed to support decisions being made about the individual and that it will not cause distress to the data subject.


� (Implementing E-Government)
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