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1. PURPOSE OF REPORT

The report proposes that the Licensing Board comply with the
requirements of the Public Records (Scotland) Act 2011 by approving
the adoption of a joint Records Management Plan for the Council and
Licensing Board

2. RECOMMENDATION(S)

2.1 That the Board note the content of the joint Records Management
plan at Appendix 1;

2.2 That the Board approve the Licensing Board’s adoption of the joint
Council’s Record Management Plan.

3. FINANCIAL IMPLICATIONS

There are no financial implications of adopting the joint Records
Management Plan. However, costs could arise from breaches of data
protection in the form of financial penalties, if the Licensing Board does
not adopt a robust approach to records management.

4. OTHER IMPLICATIONS

Additional implications of not adopting an effective records
management plan are outlined at section 7 below.

5. BACKGROUND/MAIN ISSUES

The Public Records (Scotland) Act 2011 (the Act) states that “an
authority must submit its proposed records management plan to the
Keeper for agreement by such date as the Keeper may determine.”
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The Act defines ‘authority’ as including both local authorities and
Licensing Boards.

The Council submitted its Records Management Plan to the Keeper of
the Records of Scotland on 5 December 2014, in accordance with the
requirements of the Act. The Record Management Plan forms part of
the Council’s Corporate Information Management Strategy which was
approved by the Finance, Policy & Resources Committee on 30
September 2014.

The Keeper of the Records of Scotland wrote to the Licensing Board on
4 December 2015 requesting that the Licensing Board’s Records
Management Plan be submitted no later than 29 April 2016.

The Council reviews its Records Management Plan on an annual basis
and provides an update to the Keeper. This first review provides the
opportunity for the Licensing Board and the Council to agree and adopt
a joint plan going forward. This is a common sense approach which
recognises that Licensing Board information is currently managed
consistently with Council information in terms of systems and staff. It
also aligns with the approach taken by other Local Authorities and
Licensing Boards across Scotland to managing compliance with the
Act.

6. IMPACT

Improving Customer Experience –

Adopting the Council’s Records Management Plan will ensure that:
- Customer information will be accurate, up to date and fit for

purpose; and
- Customer information will be accessible but protected where

required.

Improving Staff Experience –

Effective records management enables staff to make the best of
resources already available and work more efficiently by re-using
information and knowledge previously created. Improved access to
information and knowledge encourages staff development. A Records
Management Plan also provides assurance that risks are reduced and
staff are complying with their legal responsibilities.
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Improving our use of Resources –

Effective records management enables staff to make the best of
resources already available and work more efficiently by re-using
information and knowledge previously created. Time spent retrieving
information is reduced and in turn resources can be used more
efficiently. A Records Management Plan also ensures that business
continuity arrangements are in place.

Corporate -

An efficient records management plan ensures the Licensing Board is
consistent with the Council’s Corporate Information Management
Strategy.

Public –

No equality issues arise from the report as the adoption of the
proposed Records Management Plan will apply to all public records
and does not place any protected group at a disadvantage.

7. MANAGEMENT OF RISK

The implementation of the Council’s Records Management Plan will
mitigate the risks of information not being managed effectively in
accordance with statutory requirements and the Council’s Corporate
Information Management Strategy.

In addition to the financial implications outlined in section 3, failure to
adopt a robust approach to records management may also result in
reputational damage and poor customer service if information is
mishandled.

8. BACKGROUND PAPERS

Public Records (Scotland) Act 2011

9. REPORT AUTHOR DETAILS

Eric Anderson, Team Leader.

eanderson@aberdeencity.gov.uk

Telephone Number: 01224 522382

mailto:eanderson@aberdeencity.gov.uk





























































