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1 Introduction 
 

1.1 This policy sets out Fairfield Parish Council (FPC) commitment to achieving high standards in 
records management.  
 

Records management is vital to the delivery of FPC services in an orderly, efficient, and 
accountable manner. Effective records management will help ensure that we have the right 
information at the right time to make the right decisions. It will provide evidence of what we do 
and why, therefore protecting the interests of Councillors and employees all who interact with 
FPC. Records, and the information they preserve, are an important asset. 
 

FPC aims to balance its commitment to openness and transparency with its responsibility as a 
Parish Council. FPC therefore will create and manage records efficiently, make them accessible 
where possible, protect and store them securely and dispose of them safely at the right time. 
 

By adopting this policy FPC aims to ensure that the record, whatever form it takes, is accurate, 
reliable, ordered, complete, useful, up to date and accessible whenever it is needed to 
 

i. help FPC carry out its business 
 

ii. help FPC to make informed decisions; 
 

iii. protect the rights of Councillors, employees and the public 
 

iv. track policy changes and development 
 

v. make sure FPC complies with relevant legislation 
 

vi. provide an audit trail to meet regulatory and legal requirements 
 

vii. make sure that FPC works effectively as a local authority and meets its lawful 
obligations for disclosing evidence 

 

viii. support continuity and consistency in management and administration 
 

ix. make sure FPC is open, transparent and responsive 
 

x. promote FPC’s achievements. 
 

2 Scope 
 

2.1 The purpose of the policy is to ensure the confidentiality, integrity and availability of information 
is maintained by implementing best practice to minimise risk. 

 

This policy recognises the other relevant FPC policies in respect to; 
 

i. Data Protection Policy 
 

ii. Freedom of Information – Policy and Procedure for Information Requests 
 

iii. Freedom of Information – Publication Scheme 
 

iv. Information Security Policy 
 

v. Retention Notice 
 

vi. Records Management Policy 
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3 How information is stored 
 

3.1 Information is stored in a variety of forms and the Record Management Policy recognises the 
different requirements of each. These forms include 
 

i. computer disk 
 

ii. website 
 

iii. voice recorded  
 

iv. printed copy 
 
Computer Stored 
 

There is one laptop used by the Clerk for the principal business of FPC although it is 
acknowledged that Parish Councillors store some information on their personal computers. 
 

The Records Management Policy requires the relevant FPC data on this laptop to be backed 
up to at least once a week to  
 

i. Microsoft OneDrive 
 

ii. Acronis Cloud 
 

iii. A separate hard drive, using Acronis software  
 
Website 
 

Data contained on the website is gleaned primarily from computer held records. The remainder 
is updated online. Therefore, all data is replicable and back up storage is of low priority. 
 
The Records Management Policy requires the website to be backed up on a minimum basis of 
6 months and held by our web designer. 
 
Voice Recorded 
 

Voice recording is currently not used. 
 
Printed Copy 
 

Certain printed material is generated using computers and as such will be recorded and stored 
along with other files. 
 
There are a large number of other documents both received and sent covering current and 
historical time periods. It is recognised that many documents are of little or no importance after 
a very short period of time. 
 
The Records Management Policy requires an assessment of documents to be made annually. 
This assessment shall record, by storage, the type of document and any proposed method of 
providing back up.  


