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Working together to achieve the healthiest 
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Our purpose

19 January 2016

Records management
The purpose of this stop press is to tell 
you what we are doing to improve the 
way we manage our records.

Do any of these problems seem 
familiar?

• Overflowing	filing	cabinets.

• Messy	shared	drives	where	you	can’t	
find	what	you	are	looking	for.

• Unsure	what	to	name	a	file.

• Unsure	where	to	
save	it...thoughts	
of	‘should	I	create	a	
new	folder?’

• Unsure	what
documents	should	
be	kept	and	
what	should	be	
destroyed.

•	 Feeling	of	dread
when	you	are	asked	
for	information.

• Feeling	of	despair	when	you	receive
a	Freedom	of	Information	request.

These	problems	will	be	commonplace	
throughout	the	organisation	and	most	
public	authorities	across	Scotland	and	are	
the	result	of	poor	records	management.	

Records	management	is	the	control	of	
records	throughout	their	life-
cycle	to	meet	business	needs,	
comply	with	legal	and	financial	
requirements,	and	meet	public	
expectations.

The	primary	legislation	governing	
the	way	in	which	we	manage	
our	records	is	the	Public	Records	
(Scotland)	Act	2011	(PRSA).	It	
requires	all	public	authorities	in	
Scotland	to	prepare	and
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implement	a	Records	Management	Plan	
(RMP)	detailing	proper	arrangements	
for	the	management	of	their	records.	In	
addition,	compliance	with	Acts	such	as	
the	Freedom	of	Information	(Scotland)	
Act	2002	and	the	Data	Protection	Act	
1998	is	underpinned	by	effective	records	
management.	

NHS	Ayrshire	&	Arran	is	producing	
increasingly	large	amounts	of	information	
and	records,	in	both	paper	and	electronic	
form.	It	is	therefore	essential	that	
information	is	captured,	managed	and	
preserved	in	an	organised	way	which	
maintains	its	integrity	and	authenticity.	

We	are	embarking	on	a	programme	of	
work	to	improve	records	management	
procedures	and	ensure	compliance	with	
the	Public	Records	(Scotland)	Act	2011	
(PRSA).

A number of key pieces of work will be 
undertaken during the next 12 months:

• Raising	awareness	of	the	Act	and
this	programme	of	work	through
identification	of	named	records
management	champions	in
directorates	and	introduction	of
a	corporate	records	management
module	on	learnPro.

• Establishing	what	records	are	held
within	the	organisation	and	who
owns	them.

• Implementing	the	organisation’s
corporate	RMP,	including	naming
conventions,	version	control	and
procedures	for	retention,	disposal
and	archiving.

Look	out	for	more	information	over	the	
coming	weeks	which	will	detail	who	the	
records	management	champions	are	in	
each	directorate	and	the	first	steps	we	
need	to	take	in	this	programme	of	work.	

Further	information	can	be	found	on	the	
Information	Governance	AthenA	site.	
Click here	to	visit	the	site.

Or	alternatively	you	can	contact	Natali	
Higgins,	Information	Governance	Manager	
(Corporate	Records)	on	01563	825898,	
extension	25898	or	email	
Natali.Higgins@ aapct.scot.nhs.uk.		

Tell us what you think... If you would
like to comment on any issues raised by 
this Stop Press, please email comms@aaaht.
scot.nhs.uk or write to the Communications 
Department, 28 Lister Street. If you provide 
your contact details, we will acknowledge your 
comments and pass them to the appropriate 
departments for a response.

Name and department (optional)

Comments

http://athena/kmeh/kmeh/igs/Pages/CorpRecMgt.aspx

