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REDDITCH BOROUGH COUNCIL

RECORDS MANAGEMENT POLICY

1. INTRODUCTION

1.1 The Council holds a large amount of information to enable it to carry out its
functions.  This information may relate to specific topics or individuals, and it
includes records kept by the Council of decisions and actions taken, and the
reasons for them.  This is an essential support for effective, evidence-based
policy-making and service delivery.

1.2 It is important to ensure that business information is managed effectively
throughout the organisation and that the relevant staff understand their
responsibilities for records management.

1.3 For the purpose of this policy, a record is information held by the Council
relating either to a specific topic or area of work, or to an individual, held in
either electronic format, on paper, microfilm, microfiche, video and audio
tapes, or any other medium, whether or not it is in an organised filing system.

1.4 This policy will be subject to review from time to time and will be amended
and reissued as necessary.  Should this occur, Officers and Members will be
notified accordingly.

2. OBJECTIVES

The aim of this policy is to ensure business information is captured and
managed effectively throughout the Council to provide record keeping
systems which will:-

a) meet the Council’s business needs;

b) address the needs of the Council’s stakeholders;

c) conform to relevant legislation, regulations and standards;

d) provide a basis for accountability; and

e) identify in general terms responsibilities for records.

3. RECORDS MANAGEMENT RESPONSIBILITIES
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3.1 The Council will ensure that relevant policies, procedures and guidance
are in place to ensure a co-ordinated approach is taken to the
management of information throughout the organisation.

3.2 Directors will ensure that all staff are made aware of their
responsibilities for keeping records and that adequate guidance and
training are made available to them.

3.3 Directors will ensure that all services have adequate arrangements for
managing business records, in whatever format they are held, and that
specific service-based procedures, including procedures for the
disposal of records, and guidance for staff are in place.  A copy of all
service-based procedures must be lodged with the Policy Team,
Strategy and Review Directorate.

4. TRAINING

It is important that all staff understand the need for record keeping.  All
staff must, therefore, attend a training course which will include an
awareness session on record keeping issues.

5. RECORDS CREATION AND RECORD KEEPING

5.1 Each service must identify its record keeping requirements and
maintain a record keeping system which meets its business needs.  In
particular it must ensure that it creates full and accurate records of its
business activities.

5.2 In order to be full and accurate, records must be authentic, reliable,
complete, unaltered and useable and the systems that support them
must be able to prove their integrity over time.  There must, therefore,
be systems in place to protect records against unauthorised addition,
deletion, alteration, use or concealment.

5.3 A record should be created and captured in a timely manner by an
Officer who has direct knowledge of the event, or generated
automatically as part of the routine operation of a computer system.

5.4 A record must be an accurate and factual account of an event or
transaction.  It should not include irrelevant or derogatory personal
comments or opinions about an individual.

5.5 Where there has been any violent behaviour, threats of violence or
abuse by an individual, a report should be made to the Director or
Democratic and Enforcement Services who will determine whether an
entry should be made on the database of Violence, Threats or Abuse.
No marker may be placed on any other file or record to indicate that an
individual may be violent or abusive.
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5.6 Each Service must ensure that information can be identified and
retrieved when required by providing a well structured record keeping
system.  This must incorporate the following characteristics:-

a) a set of rules for referencing, titling, indexing and, if appropriate,
security marking of records.  These should be easily understood
and should enable the efficient retrieval of information.

b) in the case of manual records, a tracking system which enables
the whereabouts of a record to be determined at any time;

c) an appropriate record of discussions, actions and decisions and
all the parties to them is made and the creator of the record is
identified;

d) authentic and accurate records are maintained over time by
providing appropriate protection of records throughout their life
cycle;

e) selection and disposal decisions can be explained by careful
documentation of the appraisal and disposal of records; and

f) access decisions are documented so that they are consistent,
and can be explained and referred to easily.

5.7 Storage accommodation for records should be clean and tidy, should
prevent damage to the records, and protect against unauthorised
access.

5.8 A contingency or business recovery plan should be in place in respect
of records which are vital to the continued functioning of the Council, or
a specific service.

5.9 Where Service Managers wish to arrange for offsite storage and
retrieval facilities for their records, this must be with the Council's
current contractor.

6. RECORDS RETENTION AND DISPOSAL

6.1 Retention periods must be determined and recorded for all records.
These must be based on statutory requirements, codes of practice, or
good practice recommendations from professional and other bodies
where these exist.  Where there is no such guidance it is the
responsibility of the relevant Service Manager or Director to determine
a suitable retention period.

6.2 At the end of the retention period, the record must be assessed to
determine whether it is necessary to retain it for a further period.
Where there has been a refusal of a request for information under the
Freedom of Information Act 2000 or other legislation which, if granted,
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would have led to that record being disclosed, the record must be
retained until the end of the period in which an appeal can be made, or
the end of the appeals procedure, whichever is the later.

6.3 Once it has been determined that a record is no longer required, it
must be securely disposed of in accordance with the disposal
procedure specified in the relevant Service or Directorate procedures.
Disposal procedures can include shredding, use of the confidential
waste skips at the Town Hall, or contractual arrangements with offsite
storage facilities and should also cover the disposal of electronic
records.

6.4 A schedule of retention periods will be maintained by the Policy Team,
Strategy and Review Directorate.  It is the responsibility of the relevant
Service Manager to notify the Policy Team of any necessary
amendments and additions to this schedule.

6.5 When procuring IT Systems, it is the responsibility of the relevant
Service Manager or Director, in consultation with IT Services, to ensure
that the system is able to meet the requirements of the Freedom of
Information Act 2000 and the Data Protection Act 1998.

7. MONITORING

It is the responsibility of the relevant Service Manager or Director to
ensure that their staff comply with this policy and the relevant records
management procedures.

8. PROCEDURES AND GUIDANCE

The Council will ensure that it has in place policies and procedures to
provide staff with more detailed guidance on specific aspects of
records management.  These will include: -

Dealing with requests for information
The Records Management database (when in operation)
Retention periods
Specific Directorate/Service guidelines covering record
creation; record storage; and disposal procedures

Additional policies and procedures may be introduced as appropriate.
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