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Shetland Islands Council
RECORDS MANAGEMENT POLICY

Implementation Date:
19 February 2003

1.0
Introduction

1.1
This policy governs the management of all records produced or acquired by Shetland Islands Council and by its staff, in the course of its business, in all media and all locations.  

2.0
Definitions


2.1
For the purposes of this Policy, records shall be defined as all documents, regardless of form, produced or received by the Council, an officer or employee of the Council in the conduct of its business.

2.2
Documents include all forms of recorded information such as correspondence, computer data, files, financial statements, manuscripts, publications, moving images, sound recordings, drawings, or other material bearing upon the activities and functions of the Council, its officers and employees.

2.3
Not included in the definition of records as used in this policy are library, museum and specimen material made or acquired for reference, research or exhibition purposes and extra copies of publications and other documents.

2.4
Records produced or received by any agency, officer or employee of the Council in the transaction of Council business become Council property and subject to the Council policy for retention/disposal, access and publication.  Records produced or received by departments in administrative and Council Committee services capacaties are Council records and subject to this policy.

3.0
Purpose

3.1
The purpose of this Policy is to meet the following operational and legislative requirements:
3.1.1
Improve the quality of records

3.1.2
Improve the accessibility of records

3.1.3
Integrate Records Management with Councils ICT strategy to put communications and the management of information at the heart of ICT development and seeks to promote secure sharing and flow of information with the organisation

3.1.4
Contain costs

3.1.5
Reduce the quantity of paper and space used for storage

3.1.6
Conform to the terms of Sections 53 and 54 of the Local Government Etc (Scotland) Act 1994 under which local authorities are obliged to make proper arrangements for the preservation and management of their records

3.1.7
Comply with the Freedom of Information (Scotland) Act 2002 under which provision for the disclosure of information held by public authorities or by persons providing services to them should be made available

3.1.8
Comply with the principles of the Data Protection Act 1998 regarding the processing, retention and protection of personal information

3.1.9
Contribute to the efficient management of information resources within the Council by ensuring that records are retained only as long as they are positively required to support operations or to demonstrate compliance with legal or regulatory requirements

3.1.10
Ensure the preservation of selected records for Council and public benefit.

3.1.11
Ensure compliance with other relevant policies and legislation.

4.0
Aims and Objectives

4.1
Records Management is recognised as a corporate function which is related to issues such as Freedom of Information and Data Protection, and is a vital part of information management as a whole.

Objective 1:
To secure a corporately co-ordinated approach to the management of information

4.2
Records Management responsibilities are clearly defined and made known throughout the organisation

Objective 2:
To ensure relevant staff understand responsibilities

4.3
Each Department must have in place and maintain a record keeping system that: (a) documents its activities (b) provides for the quick and easy retrieval of information; and (c) ensures that records are properly stored and protected 
Objective 3:
To ensure information is being effectively and efficiently managed throughout the Council

Objective 4:
To ensure information can be identified and retrieved when required by providing a well structured record keeping system 

Objective 5:
To ensure records are maintained over time by providing appropriate protection of records throughout their life cycle

4.4
Departments must have in place clearly defined arrangements for the appraisal and selection of records, and for documenting such work.

Objective 6:
To ensure selection and disposal decisions can be explained by careful documentation of the appraisal and disposal of records

4.5
The Council will ensure the training of relevant staff of records management issues to ensure that the records management function received the appropriate quality of support

Objective 7:
To ensure staff are appropriately qualified, trained, or experienced and that all staff understand the need for records management

4.6
Departments must have in place clearly defined arrangements for documenting information requests and subsequent decisions for disclosure or exemption

Objective 8:
To ensure access decisions are documented so that they are consistent and can be explained and referred to, and to ensure compliance with relevant legislation and corporate policy

4.7
The Council must have in place a scheme that will monitor the performance of records management systems, to assess the efficiency or effectiveness of records activities and to demonstrate value and accountability

Objective 9:
To identify whether information is being managed effectively through monitoring of compliance with records management policies and procedures

 5.0
Responsibilities

Records Manager

5.1
The Head of Legal and Administrative Services, as designated Records Manager, will put in place a Records Management Strategy  in accordance with the objectives of this Policy, and will oversee the operation of this Strategy via the Records Management Liaison Group.

5.2
The Records Manager, will be responsible for ensuring the provision of advice and direction in the operation of records management and attainment of corporate standards.  If necessary, requests for advice will be directed through the Records Management Liaison Group, in order to ascertain a standard or corporate approach.

Liaison Group

5.3
Membership of the Liaison Group shall be determined by the Records Manager, after consultation with Departmental Managers.

5.4
The Liaison Group will have no direct responsibility for other officers, but will advise and monitor the development of Records Management matters throughout the Council, as referred to it by, or via, the Records Manager.  In particular, the Liaison Group will be responsible for assisting in the development of corporate Records Management Guidelines, and the production of Retention and Destruction Schedules and Publication Schemes.  

Archives
5.5
Shetland Archives, under the direction of the Archivist, is the repository for all Council records designated as having long term historical value.  The Archivist shall provide access to the records held within the Archives with due consideration to preservation and any continuing confidentiality, and shall provide advice and assistance to the Records Manager and Liaison Group in development of the Records Management Strategy and related documentation and guidelines.

6.0
Review

6.1
The Records Manager shall arrange for review of the Policy and Strategy prior to implementation of the Freedom of Information Act 2002, or at such other time as legislative or local circumstances required.

7.0
Contacts

Head of Legal and Administrative Services

Chief Executive’s Office

4 Market Street

LERWICK

Jan-Robert Riise, Head of Legal and Administrative Services

744551

Anne Cogle, Administrative Services Manager



744554

Carol Manson, Committee Assistant 




744553
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