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Information Management Assessments by The National Archives: supporting compliance with the section 46 Code on Records Management across government
Summary of Findings and Recommendations, and Departmental Action Plan
	Department:


	Department for Communities and Local Government



	Dates of assessment:


	14th to 16th of March 2007



This Summary reflects the departmental situation at the time of the Assessment. The final section of this document is a summary of the action plan adopted following the assessment.

Summary of Good Practice Found

· Communities has a strong information management structure.  
· Communities also has a very dedicated Knowledge Management team who are aware that they have to transform current paper-centric practices into an electronic paradigm.  
· The development of the Approved File Plans has been very well thought out.  
· Communities are piloting an Electronic Document Record Management System ‘livelink’ and have made usability of this system a very high priority.
Summary of Challenges Facing Communities 

1. Communities currently creates and manages information using Approved File Plans or Approved Shared Drives but also in unmanaged network drives and in e-mail accounts, which are virtually unrestricted in size; 29% of mailboxes at Communities exceed 1000 MBs.  Unmanaged network drives and e-mail accounts undoubtedly contain key corporate information that cannot be managed corporately. This wastes staff time looking for information or re-doing it. It is also very difficult and time consuming to fully comply with FOI requests by identifying all the relevant information.  In the medium term it will be hard to prove that decision-making was evidence based, as  there will be no coherent record of how decisions were made.    

2. The usability of the Approved File Plans is not good and they do not offer a sustainable, secure way of capturing corporate information.  Saving emails into an approved file plan is quite complex.  Titling is restrictive and complex titling guidance has to be followed. Due to the upgrade to the new desktop access controls no longer work and documents are accessible to any member of staff.  These issues have reduced trust in the approved file plan system and threatened the security and authenticity of the records. 
3. Communities creates over 2000 new paper files a month, although most staff work electronically. This hybrid approach may be difficult to maintain long-term.  

4. To ensure effective electronic working, Communities will need to take a wider information management approach and consider what major cultural changes and changes to other systems, such as e-mail, will be necessary. The proliferation of places to save has left staff confused about what they should save and where they should save it. Senior management buy-in to the centrality of coherent corporate knowledge and information management is vital. 

5. The central records management team can influence but has no control over the Business Record Officer network and this limits the control they have over the way staff manage electronic information.  With the right support Business Record Officers have the potential to make big improvements to corporate knowledge and  information management.

6. There is no records management training programme or guidance available (aside from the records management policy) to equip staff to make decisions about what and how they should file or how to deal with specific forms of electronic records such as e-mails or records in unusual formats such as datasets or linked spreadsheets.  
7. There is no central provision for the recovery of key records.  This jeopardises Communities’ ability to return to full functionality should a business continuity event occur.

Summary of Recommendations
1. Communities need to be able to identify and manage their corporate information: Senior management should take concrete steps to facilitate a more structured approach to electronic working and promote a culture of Records and Information management. 

2. Communities should work on improving the security and authenticity of its information; in particular the LINK project should accord a higher priority to information management issues. 

3. Communities should take a proactive approach to the promotion of information and records management guidance already available and address areas where additional guidance is required. 

4. Approved file plans should be rolled out across the whole organisation and access to alternative methods of storing records should be limited. Given the problems with continued use of the approved file plans, Communities should consider developing a more secure, sustainable approach to the management of their electronic records. 

5. In the interim Communities should look at limiting the choices staff have to make when storing information by reducing the amount of paper created and improving user take-up of approved file plans. To do this successfully they need to improve the way they monitor use.
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	Recommendations
	 
	Action required
	Action officer
	Timescale
	Progress

	1
	Senior management support for email reduction/EDRM comprehensive change management programme
	Approach included as part of KM Strategy briefing sessions.  Paper to senior managers with proposals for full EDRM deployment and further email reductions  
	TM/JK
	After EDRM pilot evaluation
	 

	2
	Training on how to manage electronic information
	EDRM training plan to be developed and implemented
	Steria
	After EDRM pilot evaluation
	 

	3
	Set criteria for appointing BROs
	To be included as part of the KM briefing given to all Directors
	JK
	Apr-08
	 

	4
	Vital business records identified and made safe in business continuity plans
	To be included as part of the KM briefing given to all Directors
	JK
	Apr-08
	 

	5
	Secure information with or without EDRM
	Essential records to be read only
	TM/JK
	After EDRM pilot evaluation
	 

	6
	Support BROs with changes
	a) Revise BRO guidance
	JK
	After EDRM pilot evaluation
	 

	 
	
	b) Arrange training sessions
	JK
	After EDRM pilot evaluation
	 

	7
	Develop RM guidance (what needs to be kept, where and how) and promote its use
	a) Communication plan to be developed and implemented
	JK
	After EDRM pilot evaluation
	 

	 
	
	b) Include reference to keeping the right information for the right time in KM Briefings
	JK
	Apr-08
	 

	 
	 
	c) Update guidance both to reflect when it is appropriate to create paper files and also to promote electronic filing
	JK
	Apr-08 (once Intranet freeze is over)
	 

	8
	Phase out paper files and replace with managing records electronically 
	a) To be included as part of the KM briefing given to all Directors
	JK
	First revision Apr 08 and second after EDRM pilot evaluation and proposed rollout schedule
	 

	 
	
	b) Communication plan (BROs and staff)
	JK
	After EDRM pilot evaluation
	 

	 
	 
	c) Change paper files request form
	JK
	After EDRM pilot evaluation
	 

	9
	Access to alternative methods of storing records to be limited with staff encouraged to use AFPs
	a) Reduce size of P drives
b) G drives for databases only
	TM/JK
	After EDRM pilot evaluation
	 

	10
	Reports for BROs of shared drives and AFP usage
	Inform BROs about how to get information
	JK
	Apr-08
	 


