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1. Scope 
 

1.1 This Policy applies to Rochdale Borough Council (the Council’s) employees (including agency 
and contractors), Elected Members and Partner Agency employees using the Council’s 
information systems will also be made aware of and be expected to abide by this policy. 

 
1.2 This Policy applies to all Council records. This includes any information that is created, 

received, captured or maintained as evidence of Council business. Examples would be - 
records on paper, in electronic formats and captured by the Council’s CCTV cameras. It 
applies no matter how they are held, or in which location they are stored. 

 
1.3  The Council recognises that there are risks associated with managing records in order to meet 

legislative requirements. Non-compliance with this policy could have a significant effect on the 
efficient operation of the Council and may result in financial loss and an inability to provide 
necessary services and information to customers. This policy is intended to mitigate those 
risks. 

 
 

2. Purpose 
 

2.1. The purpose of this Policy is to set out requirements and responsibilities for managing records, 
covering their creation, use, maintenance, retention and disposal and to reduce the risk of a 
failure to comply with legislative and best practice requirements.    

 
2.2 Organisations need to know what personal and business data they hold, be able to access it 

when they need to and ensure they keep it secure.  Organisations must also show 
transparency and tell individuals what data they hold and who they share it with.    
 

2.3 The policy will ensure that the Council manages records effectively so that services across the 
Council can be delivered in an efficient manner. 

 
2.4 This Policy and the framework of supporting procedures, standards and guidance aims to 

make all employees and linked third parties aware of their responsibilities in regard to the 
Council’s records and information. 

 
 
3. Introduction 

3.1 Records Management is the process by which an organisation manages all the aspects of 
records whether internally or externally generated and in any format or media type, from their 
creation, all the way through their lifecycle to their eventual disposal. 

3.2 Council records are its corporate memory, providing evidence of actions and decisions and 
representing a vital asset to support daily functions and operations. Records support policy 
formation and decision making, protect the interests of the Council and the rights of staff and 
members of the public. 
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3.3 Information is a key corporate asset and vital in ensuring the Council can provide efficient 
service delivery, maintain normal business operations and account for its actions.   

3.4 Effective records management is an integral part of achieving corporate goals and meeting 
legal and regulatory obligations. 

 
 

4.   Objectives 

4.1 The key objectives of this Policy are to ensure that: 
 

 Rochdale Borough Council complies with all legislation and regulations concerning the 
management of information and records. 
 

 The development of supporting procedures and practices will help ensure that records are 
managed, available when needed and controlled appropriately throughout their life cycle, 
in the most cost effective way, and in accordance with legal, operational and information 
needs. 
 

 Rochdale Borough Council employees have efficient access to all relevant information 
needed to deliver services and, as a result, make better use of staff time. 

 
 Records can be trusted – the record reliably represents the information that was actually 

used or created by the business process and its integrity and authenticity can be 
demonstrated. 

 
 Records are retained for as long as they are required and disposed of appropriately and 

securely – using consistent and documented retention and disposal procedures which 
include provision for review and the permanent preservation of records where this is 
required. 

 
 Employees are trained and aware of their responsibilities for record-keeping and record 

management.      
 
 

5. Records Management 
5.1 What are records? 
5.1.1  For the purposes of this policy ‘records’ can be defined as “Information created, received and 

maintained as evidence and information by an organisation or person, in pursuance of legal 
obligations or in the transaction of business” – British Standard ISO 15489 
 

5.1.2 Any and all records created as part of the Council’s activities belong to the authority as whole 
and are part of the corporate knowledge. 

 Personal information about customers, personnel, estates, financial and accounting and 
contract records, litigation and records associated with complaints handling.  

 Registers and rotas 
 Office /appointment diaries 
 Photographs, slides, plans or other graphic work (not clinical in nature) 
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 Micro film a (i.e. fiche/film) 
 Audio and video tapes 
 Records in all electronic formats including emails. 

5.1.3 Records Management is the development of a programme to guide custodians of records and 
allow them to control records appropriately throughout their lifecycle. 

 

5.2 Records Lifecycle 
The term Records Life Cycle describes the life of a record from its creation/receipt through the 
period of its ‘active’ use, then into a period of ‘inactive’ retention (such as closed files which 
may still be referred to occasionally) and finally either confidential disposal or archival 
preservation. 

 

5.2.1 

 
5.3  Creation  
 
5.3.1  This covers the creation of accurate records that document the Council’s activities, including 

service delivery and business transactions. This would include information received from other 
organisations. 

 
5.3.2  Records must therefore be managed in line with any statutory requirements of a service and 

in a manner that ensures their authenticity, accuracy and integrity so that they can be relied 
upon to provide evidence. 

 
 

5.4  Use and Maintenance 
 
5.4.1  A record is in use if it is being accessed regularly for the purposes of the Council undertaking 

its obligations and business. 
 
5.4.2  Records in use must be stored securely to prevent unauthorised or inadvertent alteration or 

deletion and only accessed and shared for legitimate reasons.   
 

1. Creation 2. Use & 
Maintenance

3. Archive or 
Disposal
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5.4.3  Records must be maintained through time and must be clearly identifiable, accessible, and 
retrievable in order to be available when required. 

 
5.4.4  The loss of records may constitute a security breach and should be reported in accordance 

with the Council’s Information Security Incident Management Procedure. 
 
 
5.5  Archive and Disposal 
 
5.5.1  Once a record is no longer required for business purposes (in use) it must be reviewed and 

either be placed into archive storage or destroyed. 
 
         5.5.2  Records are retained for as long as they are required for any legitimate legal, operational or 

historical purposes.   
 

         5.5.3  When paper records are no longer required (in use) they should be stored securely at the 
Council’s off-site storage facility. 
 

         5.5.4    The Councils Records Destruction Procedure for the review of records and recording the 
disposal decision must be followed.  This is in line with the Council’s Corporate Retention 
Schedule.  Where there are records held by the organisation that do not have a retention 
period advice should be sought from the Information Governance Unit. 
 
 

6.     Roles and Responsibilities 

6.1     The Information Governance Unit: 
The role is to primarily support and facilitate the Council’s compliance with good records 
management practice and act as a source of information governance expertise. 
- Developing and Maintaining a Corporate Records Management Policy  
- Developing and Maintaining a suite of related Procedures and Guidance 
- Providing advice to employees or project teams  
- Monitoring Council progress in implementing this policy and the continued improvement 

of corporate practice in regards to records management  
 

6.2     Directors, Assistant Directors and Heads of Service  
Will be responsible for the information asset assigned to them and the quality of records 
management within their business area including: 
- Ensuring Records Management is seen as a corporate priority 
- Ensuring suitable resources are in place to support this policy 
- Ensuring the integrity of the information within their area and restricting the use to only 

authorised users who require access 
- Ensuring business areas for which they are responsible have appropriate processes and 

procedures in place that support this policy and follow appropriate guidelines e.g. 
destruction of records that have reached their retention date. 

- Ensuring that employees are trained  
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6.3      Team Managers, Commissioning Managers, Project Managers and Information Asset 
Owners will be responsible for:   
- Ensuring the integrity of the information within their area and restricting the use to only 

authorised users who require access 
- Ensuring appropriate records management processes and procedures are implemented 

during the delivery of services e.g. destruction of records that have reached their retention 
date. 

- Considering records management implications when planning services, commissioning 
services or working with partners  

- Ensuring all staff under their management are aware of the Corporate Records 
Management Policy, have undertaken mandatory training modules and are aware of their 
appropriate responsibilities 

 
          6.4 All members, managers, employees and individuals 

Everyone has records management responsibilities.  All records are subject to both legal and 
professional obligations, including compliance with relevant legislation such as the Freedom 
of Information Act 2000 the General Data Protection Regulations (UK GDPR) and the Data 
Protection Act 2018. 
- Documenting records of work, actions and decisions accurately and in line with relevant 

requirements/legislation according to their work area 
- Maintaining and disposing of records created in accordance with this policy 

      
 
     7.  Training and Awareness 

7.1 All Rochdale Borough Council employees are allocated a range of mandatory training modules 
as part of their induction which supports their knowledge and their ability to adhere to this 
policy. 

 
7.2 Training requirements and opportunities will be assessed routinely to ensure that the package 

available remains current and up to date and is enhanced whenever possible. 
 
7.3 A suite of Records Management Procedures and Guidance will be available to all employees 

of Council via the corporate intranet. 
 
 

 8. Monitoring and Review 
 

8.1 This policy will be monitored against a range of performance targets, compliance measures 
and progress indicators by the Information Governance Unit, Internal Audit and various 
Governance Groups. 

 
8.2 Issues identified as hindering the successful implementation of this policy will be escalated to 

the appropriate level of authority for action and resolution. 
 
8.3 This policy will be reviewed as and when deemed appropriate, but no less frequently than 

every 2 years. 
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9. Key Contacts and Information 
 
9.1  General enquiries relating to this policy, electronic records, data sharing, retention issues or 

any other issues relating to records or information management should be directed to the 
Information Governance Unit via email –  
information.governance@rochdale.gov.uk 

 
9.2  Enquiries relating specifically to the archiving and off-site storage of paper records should be 

directed to the Records Management Team via email - 
records.management@rochdale.gov.uk  

 
9.3 The Records Management Intranet Page contains a range of information and guidance for 

teams to assist in the management of their records.  
 

            9.4  Service Specific Privacy Notices are the statements within which services publicly disclose 
how and why they will collect personal data and how they will store and use the records they 
subsequently create. 

 
            9.5  The Corporate Retention Schedule is a document detailing the minimum amount of time 

certain records should be maintained and held for.  This is informed by legislation and 
industry/best practice standards. 

 

mailto:information.governance@rochdale.gov.uk
mailto:records.management@rochdale.gov.uk
http://council.rochdale.local/neighbourhoods/Information_Governance/SitePages/Records%20Management.aspx
http://www.rochdale.gov.uk/council-and-democracy/privacy-cookies-and-data-protection/Pages/privacy-notice.aspx
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