GREATERLONDONAUTHORITY

REQUEST FOR DIRECTOR DECISION - DD1482

Title: GLA Records Management Policy

Executive summary

The current Greater London Authority (GLA) Records Management Policy established a framework for
the creation, maintenance, storage, use and disposal of GLA records, supporting strong and effective
corporate governance processes and to support compliance with the Freedom of Information and Data
Protection Acts and other relevant pieces of legislation.

The Records Management Policy, Retention and Disposal Schedule, Historical Archiving Policy and
associated guidance have been updated and revised to reflect changes in the way the Authority uses the
information that it creates, to ensure compliance with legislative changes and to ensure that the
Authority’s approach is as effective and as efficient as possible.

Decision

That the Executive Director approves the appended GLA Records Management Policy, along with the
Retention and Disposal Schedule and Historical Archiving Policy.

AUTHORISING DIRECTOR
| have reviewed the request and am satisfied it is correct and consistent with the Mayor’s plans and
priorities.

It has my approval.

Name: Martin Clarke Position: Executive Director of Resources

Signature: M . D, %& Date: /72, ?. /CD
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Objectives and expected outcomes

The GLA has reviewed its Records Management Policy, along with the historical archiving and
retention guidance documents. The guidance is now more relevant, more concise, more useable
and, as a result, will be more effective; improving compliance and encouraging the disposal of
records that do not need to be retained.

The revised policy now incorporates the associated retention and historical archiving guidance
documents and proposes that the majority of GLA records should be retained for the duration of the
Mayoral Term in which they were created and for the duration of the subsequent Mayaral Term. This
is deemed to be the most appropriate period in organisational terms and mirrors approach adopted
for retention of material on the GLA’s website. The Policy also sets out clear exceptions to this rule,
notably where records are subject to specific legislative or regulatory requirements or the historical
archiving policy, or where there is the potential for litigation or requlatory investigations or scrutiny.

Improving compliance with the Records Management Policy will:

» increase efficiency and cost-effectiveness by ensuring that records are disposed of when o
longer needed, enabling more effective use of resources, saving staff time searching for
information that may not be there;

e Supports compliance with legislation that requires records and information to be kept, controlled
and accessible, such as the Data Protection Act 1998, employment legislation and health and
safety legislation; and

e Improve the GLA's institutional memory by ensuring the records retrained are reliable and
helping ensure future decisions are based on accurate information.

tmproved records management will also significantly improve the ability of the GLA to comply with
information access requests made under the Freedom of Information Act and Environmental
Information Regulations, and improve assurances that the information provided will be complete and
reliable. -

Equality comments

In formulating the revised policy and guidance, GLA has complied with its abligation set out in 5.149
Equality Act 2010 {the Public Sector Equality Duty) to have due regard to the need to:

. Eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited
by the Act;
® Advance equality of opportunity between people who share a pratected characteristic and

those who do not; and

. Foster good relations between people who share a protected characteristic and those who do
not.

No adverse impact on any protected group has been identified.

The amended policy makes specific reference to the importance of complying with the GLA Data
Protection Policy where records contain personal data, particularly where they involve sensitive
personal data or reference to any protected characteristics.
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Public access to information - . ' L IR P S
Information in this form (Part 1) is Sl}bject to the Freedom of Informatlon Act 2000 (FOI Act] ancl wzil be i
made avallab!e on the Gi_A web5|te W|thm one workmg day of apprnval e _ .

If lmmedlate publlcatson r;sks compromrsmg the amp[ementation of the decusson (for examp!e to comp!ete'
a procurement process), it can be deferred unti! a spemﬂc date Deferral penods shou!d be kept to the S
shortest Eength stnct!y necessary S : . - L

i\!ote Thts form (Part T) WI“ elther be pubilshed wrthan one workmg day after approvai or on the defer
date . . : . SRS S

Part 1 Deferral

Is the puhixcatmn of Part 1 of this approval to be deferred? N()
If YES forwhat reason:

Untll what cEate (a date is reqwred 1f defemng)

Part 2 Confidentiality: Only the facts or advice conmdered to be exempt from disclosure under the FOE
Act should be in the separate Part 2 form, together w;th the EegaE ratlena!e for non pubhcatlon

Is there a part 2 form NO -

ORIGINATING OFFICER DECLARATION: Drafting officer to
‘ confirm the
following (v)
Drafting officer:
lan Lister has drafted this report in accordance with GLA procedures and confirms v
that:

Assistant Director/Head of Service:
Tom Middleton has reviewed the documentation and is satisfied for it to be referred v
to the Sponsoring Director for approval.

Financial and Legal advice:
The Finance and }.egal teams have commented on this proposal, and this decision v
reflects their comments.

EXECUTIVE DIRECTOR, RESOURCES:

| confirm that financial and legal implications have been appropriately considered in the preparation of
this report.

Signature 7. ) . %{& Date /7. g /é







