Education and Cultural Services – Information Audit

Guidance Notes

We must conclude the audit by 30th July 2004.

The following notes are meant as a guide to help complete the information audit form. For ease of use, the audit form is electronic and is accessible via the intranet. You are requested to complete the forms online, since the electronic data will be used to generate a database.

To access the online form, click on the following link:
http://formsintranet/firmstepanon/webconnect.exe/AchieveForms/Render Form/?Site=-1&Name=Information_Database_Audit_2150
If the above link is not used, the online form can be found on the intranet at:

Guidance\Freedom of Information\Records Management\Information Audit\Information Audit\Fill Form in Online

If you prefer, it is possible to print the form and complete it manually first, by clicking ‘Printable Version’ at the bottom of the electronic form. Once you are satisfied with your manual entries, you are then required to complete the form electronically.
The buttons at the bottom of the electronic form allow you to move to the previous / next section of the form, or print or cancel the current form (see below). 
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N.B. Do not use the Internet Explorer ‘Back and ‘Forward’ arrows located  top left of your window to move from screen to screen, since this is likely to result in loss of data.
N.B. The ‘Save Form’ button is probably best avoided. It allows you to save a partially/fully-completed form, but does require you to register your email details and open an electronic form ‘account’. If you commence this process without completing it, you risk losing all the data you have entered.

Instead, it is recommended that you complete each form in its entirety, as outlined on the following pages, before printing the form and submitting it online.
Frequently Asked Questions

What information should be included?

All manual (paper based) records, photographs, floppy discs/CD’s, microfiche, video, audio, maps, plans etc and all electronic records (emails, spreadsheets, databases, Word documents, etc).

Even records that are highly confidential or covered by the Data Protection Act must be included, however this does not necessarily mean that the information will be released under the Freedom of Information Act.

What information is not included?

Information from other organisations that do not form part of your records, e.g. copies of minutes from other councils, copies of legislation, catalogues, should be excluded.

Who is the Responsible Officer, who owns the information?

Generally this should be the name of the Services Head i.e. Member of ECMT e.g. Keith Watson.

Ownership should also be considered in terms of the status of the record, i.e. is it an original document, generated by/within the team or section, or is it merely a copy of another team/section’s record?

If in doubt as to whether or not to include a certain record that may be owned by someone else, please enter the details anyway. It is better to risk having duplicate records, which can be resolved later, rather than risk missing a particular record out altogether.

How do I know what the retention period of the records should be? 

Education and Cultural Services already has a policy on the retention and destruction of records. Please refer to this document http://www.gowild.org.uk/managementadviceandguidance/organisationandmanagement/dataprotectionact/policy/dataretentionpolicy/default.htm



If I make a mistake on the form and have already clicked the submit button, can I amend it?

No. Details entered on the electronic form must be checked carefully prior to submission. If errors or omissions are made, details of these together with the unique system generated reference number should be sent to Joanne Potts,  Management Information who will arrange for the necessary amendments to be made. Once you have clicked the submit button you cannot retrieve the form.

When I have completed all the electronic forms for my team/section, do I have to do anything else?
Inform your Service Representative and pass hard copies of the questionnaires including the reference number on to them. 

The Information Audit is an ongoing requirement. Further electronic forms will need to be completed in line with the creation of any new records within each team/section.

Completing the Form

All fields marked with a red asterisk are mandatory and the form cannot be progressed to the next stage until these fields are completed. Any mandatory field not completed is highlighted to indicate an omission when trying to progress to the next section.

Throughout the electronic form, there are a variety of methods for inputting information: there are a number of ‘drop-down’ menus which enable a range of standardised choices; there are buttons which limit choices, e.g. yes/no; and there are also  ‘free text’ fields, allowing full details to be input as appropriate.

A separate electronic form must be completed for each database or set of manual records held by each Manager. Typical records held by teams/sections are likely to include: service user files, meeting minutes, supervision and appraisals, policies and procedures, registers, log books, etc.

The form is split into 5 sections: General Information, Records Storage, Restrictions, Records Retention & Publishing and External Requests for Information.
[image: image3.jpg]



Where an      symbol is shown, if the pointer is placed over the symbol, information regarding the topic is displayed at the bottom of the screen. Clicking the mouse when the pointer is on the symbol will display the same information in a separate box.

General Information 

1.

This is the Service Area name, i.e. Education and Culture. The online 
form will have a drop down menu of choices.


2.

This is the Branch name, e.g. Resources and Performance Management. 
The online form will have a drop down menu of choices.

3.

This is the Section Name, e.g. Planning and Development.

4.

This is the location of where the records are held e.g. Room 210, 
County Hall, Wakefield, or the network drive and path for electronic 
records, e.g. F:\Research\OFSTEDFORM4\returns.
5.

This is the name of the person completing the form.

6.

This is the post title of the person completing the form.

7.

This is the contact telephone number of the person completing the form. 
Numbers must be entered with no spaces in between, e.g. 
01924305589.

8.

This is a drop down menu, which includes possible choices of records, 
i.e. Personnel, Budget, Performance, Health and Safety, Communication, 
Other.


Most Education and Cultural Service records will fall into the ‘Other’ 
category. These may be more clearly defined in the following fields, 
‘Name of Other’ and ‘Outline Purpose’.

9.

‘Name of Other’ is the name of the records classed as 'Other' in the 
previous section, e.g. Register of Pupils with SEN.

10. 
If your record has a unique reference number then please enter this 
here. If not, leave blank.

11. 
The ‘Outline Purpose’ of the records relates to why the data is collected, 
e.g. Complaints records - logging complaints to ensure they are dealt 
with according to procedure and for production of PI statistics.

12. 
The Officer Responsible for the records.

Records Storage

13. 
Self Explanatory.

14.
 Self Explanatory.


15. 
‘Volume of records in megabytes’ is an approximation of the amount of 


records and is used as a basis for calculating storage costs. You may 
leave this blank if not known.

16. 
Manual records are generally held on paper and can be paper files, card


index systems, etc.

17. 
Self Explanatory.

18. 
‘Approximate volume of records in linear metres’ is an approximation of 
the amount of records and is used as a basis for calculating storage 
costs. For example: 

A four-drawer filing cabinet holds 2.5 metres of records.

A lateral filing cupboard holds 4 metres of records.


You may leave this blank if not known.
Restrictions

19. 
This represents a level (0 - 4) of data classification. Please see


accompanying notes on the electronic form to assess the most 
appropriate level for your records.


Records Retention & Publishing


There is a Retention & Destruction Policy for Education and Cultural Services, therefore please refer to this document. http://www.gowild.org.uk/managementadviceandguidance/organisationandmanagement/dataprotectionact/policy/dataretentionpolicy/default.htm


20. 
Self Explanatory.

21.
Some records are kept permanently because they have enduring value 
or are of historical interest e.g. Census of Population.

22-26
Please refer to the Education and Cultural Services retention policy.

27.
One common reason for a record not being available to the public, is if it


contains personal data.

28. 
If you are unsure as to whether the record is included in the Publication


Scheme, please assume ‘No’. One common reason for a record not 
being included in the Publication Scheme is if it contains personal data.


It should be noted when selecting ‘No’, that a reason must be entered, 
otherwise you will be unable to progress to the next section.


If you have assumed that the record is not included in the Publication 
Scheme, please enter the word ‘Assumption’ in the reason field.

External Requests for Information


29.
This section has been included in order to gain insight into the kind of 


information that is already requested by citizens or members of the 
public. 


Unlike the other sections of the form, this section only needs to be 
completed once for each team/section, even if several electronic forms 
are to be submitted.


This section is not mandatory and may be left blank. However, if you do 
receive regular requests for information, details of these requests should 
be mentioned to your Service representative.

Printing and Submitting Electronic Forms

Prior to submitting your electronic form, you may use the ‘Previous’ button on the navigation bar at the bottom of the electronic form, to review and if necessary alter the information within the various sections of the form. 

Once you have completed the electronic form in full and are satisfied that all the details are correct, the form should be printed by selecting the ‘Printable Version’ button. This loads the form into another window, which you can then print by selecting ‘File’ and ‘Print’. Please print two copies of the form. 

Once you have printed it, your form should be submitted online by clicking the ‘Submit’ button. (See below.) Only submit when you are satisfied that the information is correct, as you will not have permission to edit the form once it has been submitted. 
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Once submitted, a reference number will be briefly displayed, please make a note of this on your printed versions of the completed electronic form and send both copies to your service representative.

N.B. The ‘Save Form’ button is probably best avoided. It allows you to save a partially/fully-completed form, but does require you to register your email details and open an electronic form ‘account’. If you commence this process without completing it, you risk losing all the data you have entered.

Assistance & Further Information

Further information and assistance is available by contacting your Service Representative in the first instance or by contacting Joanne Potts Tel: 01924 305589.

Could I please remind you that all electronic forms need to be completed before the end of July 2004.

THANK YOU.
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