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Purpose

This purpose of this policy is to establish the framework for the management of records within the City of Mount Pearl (the City). The City is committed to maintaining its corporate records according to set standards, legislative requirements and best practices in order to support business needs and demonstrate accountability to its internal and external stakeholders.

Policy Statement

Information is one of an organization’s most important resources and, like human and financial resources, requires proper management. An effective information management program provides accurate and comprehensive information in a timely and cost effective manner, supports decision-making, and facilitates pro-active management practices by alerting management to potential problems and important issues.

The records that contain an organization’s information must be managed through all stages of the information life cycle, or continuum, as it is also called: from the active stage, when information is being used for the purposes for which it was created; through the semi-active stage; to the inactive or disposition stage. At the disposition stage, records can be either destroyed or, if they are deemed to have enduring value to an organization or to society, transferred to archives.

Maintenance of Records

All official City records, regardless of format, will be kept according to the standard classification system developed by the City, and disposed of according to set retention schedules, as established and updated as necessary by the Corporate Services Department. In the absence of an automated solution, electronic records will be maintained on a designated directory within a structure that mirrors the classification plan. No official City records should be maintained outside that structure on other drives or directories and no records should be kept on personal hard drives. This will ensure all information is maintained in the same manner, and will provide for better sharing of information and less duplication.

As general guidance, during the active and semi-active stages of the life cycle information must be:

· organized and classified into the standardized system,

· protected from loss or misclassification through proper handling and secure storage,

· efficiently retrieved to meet the organization’s needs,

· scheduled to determine the length of time it is required in its active and semi-active stages, and
· appraised to determine whether it has archival or enduring value.
Components of a Records and Information Management Program

A successful records management program is comprised of several components:

· Executive support,

· Adequate numbers of appropriately trained records management staff,

· Standard records classification systems for both administrative and operational records in all formats,

· Records retention and disposal schedules to control the flow of records through their life cycle, ensuring that no records are kept longer than necessary, and that valuable records are retained,

· Efficient and timely retrieval process,

· An archival appraisal to identify, at the point of their creation, those records of archival or enduring value, which should be preserved,

· Policies and procedures for the management of electronic records.
Purposes of a Records and Information Management Program

The City of Mount Pearl requires a properly developed, supported, and resourced records management program. Such a program:

· supports policy development and management decision-making,

· supports litigation and the legal process as required,

· facilitates the development of legislation and regulations,

· maintains accountability for expenditure of funds, policy formation, and maintenance of the public trust, and

· ensures efficient and effective management of information City-wide by providing the right information to the right people, at the right time, in the right format, and in the most efficient, cost-effective manner possible.

Responsibilities

All City staff are responsible for the creation of accurate and reliable records as defined by this policy.  The Director of Corporate Services is responsible for maintaining and updating the standard records classification system and records retention and disposal schedules.
Borrowing of City Records

City records will not, under any circumstances, be allowed to be borrowed. Relevant information to requesting parties may be copied in compliance with applicable copyright, freedom of information and protection of privacy legislation.

Determining Official City Records

When assessing which records to keep, City staff should consider the following items.

An official record should:

· Document any matters dealt with by a City officer in an official capacity

· Assist with the decision-making processes within the City

· Protect financial, legal and other rights of the City and others who may be directly affected by the City’s actions

· Document the formulation of official policies, decisions, and commitments made by the City

· Document all official council and committee meetings

Dealings with Consultants / Outside Agencies

Any outside agencies that have been contracted by the City to perform a service must be made aware that documentation created from this service is to be provided to the City and belongs to the City. If appropriate, such documentation may be provided solely in electronic format but the City will determine its needs and indicate whether it would like paper, electronic, or both. All electronic documents must be in a format that will allow the City to view, change, use, and otherwise manipulate the items. These documents will be managed along with all other City information.

Managing Electronic Records

Electronic records should be maintained and classified in the same way as paper records. As previously mentioned, they should be maintained in a directory structure that mirrors the classification scheme. Electronic formats are simply another method of storing information, and the information itself is what is important and needs to be retained, or disposed of when appropriate. Electronic records in general are normally created, maintained and stored on some form of electronic media such as CD-ROMS, portable drives, network drives, and floppy disks. They are not readable by the human eye and will require computer intervention in order to be read, accessed and manipulated. As a result, electronic records must be maintained in such a way that ensures they are accessible and secure, particularly for the rest of their life cycle. In addition, special care must be taken to ensure they are protected, and / or shared properly according to the Access to Information and Protection of Privacy legislation. They must also be scheduled according to the set Records Retention and Disposal Schedules.

The City has developed a very comprehensive back-up and network policy that should assist with maintenance of these files.

Destruction Policy 

Any records approved for destruction by Council, according to the official Records Retention and Disposal Schedule may be destroyed by the City. The City appoints the Director of Corporate Services to sign destruction requests on its behalf. The Department of Corporate Services will keep permanent lists of the records destroyed.  Shredding is the method of destruction for paper records approved for disposal. Paper should be shredded to make it impossible to read or reconstruct any significant portion of the document(s). The recycling of shredded records is highly recommended.

Dumping of records is not permitted.
All records stored in a single box should be of the same type or records series and must all have the same disposal date to better facilitate application of the Records Retention and Disposal Schedules and disposal of records.
Glossary of Selected Records Management Terms

ACTIVE RECORD

A record which is regularly referenced or required for current use (also called a current record). These records are usually kept within the primary office space or in a records centre.

ADMINISTRATIVE RECORDS

Administrative records are those which are common to all departments. They document functions relating to: human resources; general administration; facilities management; financial management; information management; information technology; and equipment and supplies (materials) management. Because these records are common across departments, it is logical to develop standardized classification, retention and disposal policies and procedures, which can be implemented across the municipality for these records.
ARCHIVAL APPRAISAL

Archival appraisal is the process of determining the long term value of records after they have completed the primary purpose(s) for which they were created. Approximately 95% of all records created have no archival value and should be destroyed at the end of their life cycle. 

DISPOSAL

In the context of a records retention schedule, disposal can mean either destruction of records or transfer to archives for permanent retention. It is the final stage of the records life cycle or continuum.

INFORMATION MANAGEMENT

The term information management is often used to include the related functions performed by records managers, archivists, librarians, library technicians, registrars, records technicians, and records clerks. It sometimes even includes information technology professionals.

As work environments become more dependent on the creation, use, and manipulation of electronic information, all of these related disciplines will be required to collaborate in the creation of comprehensive information management systems. In this document, the terms records management and information management are used interchangeably.

NON-FILE MATERIAL

The following are not considered to be official City records and are therefore treated as non-file material and excluded from the disposal approval process. They are: copies of convenience, published material, or printed matter. 

OFFICE OF PRIMARY RESPONSIBILITY (ALSO CAN BE CALLED OFFICE OF RECORD)

One of the values of a records and information management classification and retention system is to reduce duplication. It also increases certainty that, while official records are protected and retained as long as necessary, copies of those records, used for purposes of convenience, is disposed of as soon as they are no longer required.

The concept of Office of Primary Responsibility (OPR) addresses this issue. The Department OPR relates to the department that has primary responsibility for the records. That is, the office which creates or acquires the original of a record, and is responsible for maintaining it. For example, while many departments may retain copies of leave forms, expenditure reports, and equipment inventory lists, the Department OPR for those records would be either Human Resources or Finance. Those copies held by departments other than the OPR are considered copies of convenience and may be disposed of when the function has been completed while the OPR itself must retain, maintain and dispose of those records according to approved retention schedules. 

OPERATIONAL RECORDS

The other main class of records, aside from Administrative, is called operational records. These are records that are unique to the mandate of their creators. Unlike administrative records these will be different in each department. They are records created by departments in the fulfillment of their unique mandates and functions.

It is essential to separate administrative records and operational records, as they will have different values and retention periods, and may be governed by different policies and legal requirements.
PRIMARY

In records classification systems primaries relate to major business functions, activities or subjects (e.g. Administration-Communications, Facilites Management - Construction). They do not reflect record type or format, and they are not normally the level at which records retention periods are applied.

RECORD

A record is any information on any medium, made or received by an organization in the course of its operations (library materials/publications are not generally considered to be records for the purposes of records management). Records include maps, plans, drawings, photographs, magnetic media, microforms, and all other documentary forms regardless of physical form or characteristics.

RECORDS RETENTION AND DISPOSAL SCHEDULE

This is a comprehensive list of records series or types of records maintained by an organization indicating the timetable during which they are maintained in primary office space or transferred to semi-active records storage and noting their ultimate disposition be it destruction or permanent retention.
SECONDARY

This is a further subdivision of a primary; a group of similar or related records which is used and filed together as a unit. It is sometimes referred to as a Record Series; however, in a records classification and retention system it is called a Secondary. All records within a single Secondary normally have the same retention periods. 

SEMI-ACTIVE RECORDS

These are records which do not have to be readily available in primary offices but which still need to be kept for the possibility of use or reference. These records should be stored in appropriate storage facilities.

VITAL RECORDS

Records which are necessary to continue the operation of an organization in the case of an emergency or disaster.
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