RAILWAY HERITAGE COMMITTEE

MODEL RECORDS MANAGEMENT POLICY

The importance of the effective management of records and archives has been increasingly recognised in recent years. This is primarily because of:–

· Increased regulation, e.g. Data Protection, Freedom of Information;

· The drive for greater transparency in corporate affairs;

· Increased importance of Corporate Social Responsibility;

· Recognition of information as a corporate asset.

In any case, such management is of direct benefit to business operations.

Many sectors of the railway industry have long been aware of the historical importance of their records. However it may not have been possible to implement a full-blown records-management programme in every organisation.

The International Records Management Standard (ISO 15489) states that there should be procedures in place to ensure the creation and maintenance of authentic, reliable, and useable records, within a context of business process, needs, and the observance of regulatory requirements. There should be a clear definition of appropriate responsibilities for records at all levels throughout the organisation. 

These principles are achieved by adopting detailed recommendations, of which the most important are:–

· Organising records so as to reflect the business processes (a functionally-based File Plan)

· Protecting the integrity of the records and ensuring only authorised disposal (a Retention Schedule)

· Providing easy access to the records and documenting their life-history (an Inventory)

· Providing adequate security (suitable Storage and a Records Disaster Plan) 

The Railway Heritage Committee’s remit is to designate records and artefacts of long-term significance arising within the railway industry to ensure their permanent preservation.  It has no wish or authority to require the industry to follow the above principles in day-to-day business, but it is inevitably concerned with the in-house management of such records in their current state, as otherwise the survival of any historical record will be a matter of chance.  In the light of our statutory remit, we would therefore be grateful if you could inform us if your organisation has a designated Records Manager/Archivist, and, if so, provide us with contact-details.  If not, we should be interested to know if you have any of the above procedures in place in your organisation.  If you would like to discuss the issues with the Committee please contact, in the first instance, Neil Butters, Secretary, at Zone 1/20, Temple Quay House, 2 The Square, Temple Quay, Bristol BS1 6EB.  Tel: 0117 372 8545.
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