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Purpose
The purpose of this policy is to establish conventions for the creation and management of Electronic Records within the City of Mount Pearl. The City is committed to establishing and maintaining good record keeping practices that meet its business needs, accountability requirements, legal obligations and stakeholder expectations.

Email messages are considered to be Electronic Records and as such this policy applies to the management of email messages. 

Creation and Capture

Principles:

· All documents created within the City that record the evidence of actions, decisions and communications for the business of the City are to be captured and maintained within the official classification scheme as approved by the City and maintained by the Director of Corporate Services. This scheme may be either on a network directory or within an automated records management system (software package).

· All staff are responsible for the keeping of electronic records regardless of format, structure or stage of development.

· Record titles must be specific enough to enable staff to understand the content without opening the document.  

· Electronic records must remain available, accessible, retrievable and usable for as long as a business need exists or as long as legislative, policy and archival requirements exist.

· Email messages are to be treated like any other electronic record. Staff members must capture the email and place it within the Classification Scheme.

Creation conventions:

· Where possible restrict the topic of the document or email to one main subject rather than several different subjects.

· The originator, creator, or main recipient of the document or email is responsible for ensuring that it is filed appropriately.

· Initial titling of documents should be concise and sufficiently descriptive to enable other users determine the contents of the documents.  

· Transitory documents can be deleted when they are no longer required.  This includes email messages.

Capture conventions for electronic documents:

· Records should be stored in electronic format. Any paper copies should be considered transitory records unless otherwise indicated by the Corporate Services Department.
· Captured electronic Records must have:

· content (accurate reflection of what actually occurred),

· context (links to a function or activity, circumstances of its creation and use can be understood in conjunction with its information contain);

· Records should be captured into the most recent relevant electronic file.

· A draft or its version should be captured when it is submitted for approval, circulated for comment, and revised as a result of comments. 

· Finals of electronic documents should be captured and identified as final versions. 

Capture conventions for email:

· Email messages should be captured on receipt or sending. 

· Email messages should consist of: addressee, other recipients, email address, subject, sender, date/time, and text of the message. 

· It is a responsibility of the initiator of an email message sent either internally or externally to keep record of the message if it is deemed to be a Record. This should be done at the time of sending.

· Email messages should be captured in Outlook by using the “file – save as” function. 

· Once file-save as has been selected, the staff member can save a text representation of the email to the classification structure on the network.

· The title for the text file will autopopulate with the subject line of the email. If this is not adequate, it should be given a meaningful title prior to saving. 

· If a file folder already exists in the structure, the email can be placed within it. If not, an appropriate file should be created in the structure to manage the new subject. 

· If an automated system is being used, mechanisms should exist within the software to allow for easy capture of the email.

· If there are attachments to an email these should also be captured and placed within the same folder as the email. If capturing in an automated system, the email and attachment can be captured as a single record with one number.

· Receiving email messages from outside the City:

· Staff are responsible for capturing messages as Records that are received from outside the City.

· Where staff are CC’d and are not a main recipient, the staff member should only capture the email if the main recipient is not a City employee.
· If there are several main recipients of a message, the staff member who is considered to be mainly responsible for the matter should capture the message as a Record. 

General Guidelines

· Records are to be maintained in a manner that allows sharing of information as appropriate for use in carrying out City business,

· City Staff have the right to use Records required to complete their role within the City. The emphasis here is on what records are required to enable a staff member to fulfill their daily duties. As a general principle all Records are available for use by all staff,

· Vital Records must be copied and stored off site in a secure controlled environment,

· Records must be accessible and in a usable form for the life of the record. Thus, Records should be stored in a format and media that ensures access and longevity,

· The integrity of the Record is paramount and should not be compromised by changing or editing a Record with unauthorised changes,

· Records are to be secured in accordance with the IT Security Policy and applicable legislation (e.g. Access to Information and Protection of Privacy Act),

· use correct spelling and avoid jargon,

· avoid using short cuts for words such as govt, cmmtte, min, exec, rep (unless the City creates an abbreviation dictionary),

· Do not expand approved abbreviations such as provinces and countries, and commonly known names of organisations (e.g. NL, USA, UK, UNICEF),

· Retain ampersands in titles when in company names or organisations (e.g. Coffee & Co.),

· Express in full financial years (e.g. 2003-2004 no space between dashes),

· Express in full single dates (e.g. 13 September 2003),

· Use full names for days of the week and months (e.g. Tuesday, June),

· Do not use punctuation except for single apostrophe (e.g. City’s),

· Ensure spaces between words.
· Refer to the Provincial Government’s Policy on the Management of Email Messages for further information and Guidelines.
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