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1.1 STATEMENT OF RECORDS MANAGEMENT POLICY

Waterford County Council adopts a consistent, organised and transparent policy towards the records it creates and receives. Waterford County Council aims to achieve higher levels of efficiency and the maximum level of access to complete and accurate information on request from the public.

Waterford County Council is committed to ensuring the survival of records as evidence of the actions and transactions of the Council in a format that is legally acceptable as such. 
A Records Management system is in operation throughout Waterford County Council managing records throughout their life cycle in accordance with an agreed retention policy; the National Retention Policy for Local Authority Records published by the Local Government Management Services Board. 

As part of its Records Management system Waterford County Council operates a Records Centre and retains an electronic register of all records maintained and destroyed in the Council.

Waterford County Council is committed to compliance with ISO 15489 the International Standard on Records Management and will continue to examine and improve its recordkeeping systems as information and records systems develop and change. 

Signed:                                           Signed:

Waterford County Manager           Waterford County Mayor

Date:                                               Date:

1.2 INTRODUCTION

Records provide evidence of the actions and transactions of an organisation. They are of vital importance in providing evidence of the work of an organisation. 

A records management system controls the creation, distribution, filing, retrieval, storage and disposal of records. Records Management aims to ensure that the records that provide evidence of the actions and transactions of an organisation are retained in order to meet legal, fiscal and administrative requirements but also that the required records are retained permanently.

Records have a three-stage life cycle:

Current: records are stored within the offices of the organisation and are frequently required by staff in order to carry out the functions of their section.

Non-current: records become non-current when they are needed for only occasional reference or in order to meet legal or financial obligations. When records are non-current they are taken out of the offices and stored in a Records Centre.

Archive/Dispose: records that are no longer required by the organisation are destroyed or transferred to the archive centre if considered archival. 

This three stage life-cycle is controlled by a Records Schedule which states how long each stage of the life cycle lasts and states whether or not the records are to be sent to the Archive or disposed. 

The National Retention Policy for Local Authority Records is the Records Schedule used by Waterford County Council in common with other local authorities in Ireland. 

1.3 LEGISLATION AND STANDARDS

Legislation impacts upon Records Management in a number of ways. The retention period of records is often determined by legislation requiring that a record of a function or action taken by the local authority is retained. An example of this is found in the Building Control Act, 1990 Article 8 (2) which provides the Building Control Authority with the power to serve an enforcement notice up to five years after the completion of works, thus Commencement Notices must be kept non-current for 5 years after currency. Legislation also can require records to be created and even created to certain specifications such as the Planning Act, 2000 which requires that a register of planning applications must be created and maintained by planning authorities. 

In recent years a number of acts and statutory instruments have greatly increased the need and demand for a records management system in local authorities. 

1. Data Protection Act, 1988

The Data Protection Act relates to electronic records and the obligation on organisations to protect the privacy of individuals on whom they hold personal information. The Data Protection Act, 1988 requires an organisation to register themselves as holders of personal data with the Data Protection Officer. Members of the public must be allowed access to any personal information held electronically on them by an organisation and they have the right to have that information corrected if they find it to be incorrect.
Records Management provides for the identification of records containing personal information and facilitates compliance with this legislation.  

2. Local Government Acts, 1994 and 2001

Section 65 of the Local Government Act, 1994 relates to records and archives and requires that local authorities provide for the care and custody of their records and archives and also that they provide for public access to these records. 


It shall be a function of a Local Authority, subject to the 


provisions of this section, to make arrangements for the 


proper management, custody and care and conservation of


local authority records and archives for their inspection by 


the public when they are thirty years old

This requirement was reiterated in Section 80 of the Local Government Act, 2001. Section 80 of the Local Government Act, 2001 identifies local authority records as including:


Books, maps, plans, drawings, papers, files, photographs, 


films, micro-films and other micrographic records, sound 


recordings, pictorial records, magnetic tapes, magnetic 


discs, optical or video discs, other machine-readable 


records, other documentary material made or received, 


and held in the course of its business or as successor to 


any other body by a local authority and includes copies of 


any such records duly made…
Records Management facilitates the identification of records of archival value through the retention schedules. This allows for these records to receive the proper care and conservation from their creation to ensure that they may be available for public inspection when they are thirty years old and that they will be conserved permanently for future generations.

3. Freedom of Information Act, 1997

The Freedom of Information Act, 1997 has highlighted the need for a proper records management system. The Freedom of Information Act gives people the right to access information held by public bodies, to have official information relating to themselves amended where it is incomplete, incorrect or misleading and the right to obtain reasons for decisions affecting themselves.

Under the Freedom of Information Act members of the public have a right of access to:

· all records created after the commencement of the Act, 21st October 1998

· such records created before this date as may be required to understand the records created after the commencement of the Act

· personal records regardless of when created

· personnel records for staff created from 3 years before commencement of the Act

Under this legislation public bodies must acknowledge receipt of a request within two weeks and provide a decision on access within four weeks. 
Members of the public may appeal a decision on access taken by a public body to the Information Commissioner.

The Freedom of Information Act, 1997 has placed an increased demand for swift access to records and as such highlighted the need for Records Management to facilitate the swift identification and retrieval of records. 

The need for Records Management in facilitating access to information has been highlighted in the report of the Information Commissioner The Freedom of Information Act – Compliance By Public Bodies produced in July 2001. In this report the Information Commissioner recommends that:


Each public body should devise and publish a records


management policy covering the creation, maintenance and 

destruction of records. The objectives of the policy should be 


to ensure that the activities and decisions of the public


bodies are adequately recorded. 

4. European Communities Act, 1972 (Access to Information on the Environment) Regulations, 1998

According to these regulations:


A public authority shall, notwithstanding any other statutory 


provision and subject only to the conditions and exemptions


provided for in these Regulations, make available any 


information relating to the environment to which these 


Regulations apply to any person who requests it

Proper records must be created and maintained in order to ensure that the information on the environment requested by the public is available and can be retrieved on request. A records management system is of value in ensuring the creation and capture of the relevant records and also in ensuring that these records can be located on request, quickly and efficiently.

5. Planning and Development Act, 2000

Section 38 (5) of the Planning and Development Act specifies that planning applications must be kept permanently by planning authorities. The legislation states: 

At the end of the period for the availability of documents 


referred to in subsection (2), a planning authority shall 


retain at least one original copy of each of these documents


in a local archive in accordance with section 65 of the Local


Government Act, 1994

Records Management assists in the implementation of Planning Legislation by allowing for the movement of non-current planning records to a Records Centre until such time as the period of availability under the legislation is complete and provides for the transfer of these records to the Archive Centre. 

6. Finance Legislation

Local authorities are subject to Local Government audit. The retention schedules allow for the identification of the records required by the Local Government Auditor and thus ensure that these records are available swiftly and efficiently to the Local Government auditor. The retention schedules identify these records and indicate the need for retention until after local government audit. 

Local authorities are also subject to European Union audits on projects funded by the European Union. Under the requirements of European Union audit all records in relation to EU funded projects must be retained for 7 years following the completion of a project. EU funded projects are often long-term commitments and major projects and may last for a number of years. Thus the records must be retained from the preliminary reports to completion of the project which may take 20 or more years plus a further 7 years to allow for audit. As a result, records management is vital to allow for the identification of these records in the retention schedules to ensure that they are retained for the requisite period of time. 

7. ISO 15489

ISO 15489 is the International Standard on Records Management issued in 2001. It provides guidance and standards in the design and implementation of records management systems. It is the intention of Waterford County Council to meet the standards set by ISO 15489 in its record keeping practices. This policy document has been drawn up in compliance with the directions of ISO 15489:


An organization seeking to conform to this part of ISO 15489 


should establish, document, maintain and promulgate 


policies, procedures and practices for records management


to ensure that its business need for evidence, accountability


and information about its activities is met.

This policy is the first in a series of policies, procedures and practices to be introduced to Waterford County Council to ensure a records management system that meets the requirements of ISO 15489. 

ISO 15489 also states that:


The policy should be adopted and endorsed at the highest 


decision-making level and promulgated throughout the 


organization. 

In compliance with this recommendation this policy has been approved by the members of Waterford County Council and authorised by the County Mayor of Waterford County Council and the Waterford County Manager. 

1.4 VALUE OF A RECORDS MANAGEMENT SYSTEM

The value of a Records Management system does not lie with the compliance with legislation. It is one of the methods introduced by Waterford County Council to improve services offered to the public. 

According to ISO 15489 Records enable organisations to: 

· conduct business in an orderly, efficient and accountable manner

· deliver services in a consistent and equitable manner

· support and document policy formation and managerial decision making

· provide consistency, continuity and productivity in management and administration

· facilitate the effective performance of activities throughout an organization

· provide continuity in the event of a disaster

· meet legislative and regulatory requirements including archival, audit and oversight activities

· provide protection and support in litigation including the management of risks associated with the existence of, or lack of, evidence of organizational activity

· protect the interests of the organization and the rights of employees, clients and present and future stakeholders

· support and document current and future research and development activities, developments and achievements, as well as historical research

· provide evidence of business, personal and cultural activity

· establish business, personal and cultural identity

· maintain corporate, personal or collective memory
Waterford County Council operates a records management system to provide evidence of its activities through its records to meet its obligations to provide a transparent, accountable and equitable service to the public. In addition, Waterford County Council is cognisant of its responsibility to provide, through its records, evidence of the corporate, personal and cultural identity of the people of Waterford for future generations. 

1.5 RECORDS CENTRE

A Records Centre is a fundamental part of a records management system. It is the lynch pin of the system. A Records Centre is an off-site dedicated storage facility for non-current records. Records are boxed and stored on high-density shelving. Each shelf is numbered as is each box and a database is maintained to locate the files held in each box and to give the location of the box. 

Waterford County Council has provided a Records Centre facility and a Records Centre Procedures Manual has been drawn up for staff to ensure that the Records Centre operates smoothly. 

1.6 DISPOSAL PROCEDURES

Identifying records for disposal and ensuring that a record is kept of material disposed of is a function of a records management system.

It is the policy of Waterford County Council to adhere to the recommendations of the National Retention Policy for Local Authority Records in relation to the disposal of records. Records for disposal are listed and certified for disposal as per the recommendations of the Guidelines for local authority archives services from the Department of Environment and Local Government (December 1996). A complete record of those records that have been disposed of is retained permanently as evidence of disposal.

In case 99046 Mr. ABX and the Department of Social, Community and Family Affairs, July 2000 the Information Commissioner made the following recommendations:


Destruction should only take place in accordance with a 


clearly stated destruction policy and in compliance with the


provisions of the National Archives Act, 1986 in the case of 


those public bodies which are covered by that Act. The fact 


that a file has been destroyed should be recorded…where 


files are destroyed, it would be preferable if this was 


recorded separately, thus providing verification of the fact 


that the file was, in fact, destroyed. 

1.7 RECORDS MANAGEMENT GUIDELINES

The introduction to the National Retention Policy for Local Authority Records provides guidelines for the operation of a records management system. Further guidance is also available from ISO 15489. 

The records management system in operation in Waterford County Council adheres to the recommendations of the National Retention Policy for Local Authority Records and ISO 15489 and takes cognisance of current records management practices. Waterford County Council is committed to maintaining high standards in the management of its records and will continue to examine and improve its records management system in line with best practices. 

1.8 FILE MANAGEMENT

File management is an important feature of a records management system. According to ISO 15489 “…organizations should create and maintain authentic, reliable and useable records, and protect the integrity of those records for as long as required.” File management assists in the protection of the integrity of records. 

1. Record Creation and Capture

Records should be accurate and complete. They must provide evidence of the function or activity they were created to document. In order to be evidential records must be authentic, reliable, have integrity and be useable. 

Authentic: an authentic record is one that can be proven to be what it purports to be. In order to ensure that the records created are authentic then records should be dated and signed. They should be placed into the filing system to form part of the retention schedule so that they are protected against unauthorised addition, deletion or alteration.

Reliable: a reliable record is one that can be trusted to be an accurate representation of a function or action taken by the local authority. Therefore, records should contain all relevant facts and be created at the time of the action or transaction or soon afterwards by a person in the local authority authorised to carry out that function, action or transaction.

Integrity: the integrity of a record refers to its being complete and unaltered. Once created additions or annotations to the record can only be carried out by those authorised to do so and this amendment should be explicitly indicated on the record.

Useable: A useable record is one that can located, retrieved, presented and interpreted or read. It should be traceable within the records management system. Records Schedules and the filing indices that capture the records are essential in ensuring records are useable. In electronic records metadata or contextual information is required in addition to the physical transfer of records to ensure their continued useability. 

2. Filing System

Filing is an important tool in ensuring the efficient retrieval of records. An integrated filing system also serves as a tool in indicating the integrity of a record as part of an uninterrupted chain of custody in the records management system. 

Waterford County Council will operate an integrated but de-centralised alpha-numerical filing system. This filing system will form part of the Records Management system. In order to ensure an integrated filing system a Staff Manual on Filing will be provided. 
