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1. What is the difference between a document and a record?
It is important to be able to distinguish  the difference between a document and a record because it makes a difference to the way in which the information is stored and managed. It is important to remember that not all documents will become records.
A record must be:

information created, received and maintained as evidence and information by an organisation or person, in pursuance of legal obligations or in the transaction of business
[ISO 15489]
So, for example, both a draft report and a final report are documents, but only the final report will become a “record”.  Although it is necessary to keep some “documents” for reference purposes or for other reasons, there is a tendency across the authority to keep more “documents” than are required for business purposes.
There can be a variety of reasons for this. For example, background documents may be required for legal or audit purposes.

Once a document has been identified as a “record” it needs to be managed and stored in a way that reflects its importance to the core record of the authority.
The media in which the record is stored (i.e. digital or paper) makes no difference as to whether or not it is a record. The definition of the record relies solely on the information the record contains.

2.
How to recognise records
The diagram at section 5 is designed to assist members of staff to recognise which of their “documents” are “records” and should be treated as such.
Details of retention periods for records can be found in the corporate retention schedule which is available via K-NET.
If a “document” is not identified as a “record” it could still be retained for reference purposes, but it is more likely that it can then be safely destroyed. 

3.
How to use the diagram
The diagram consists of  a series of questions individual members of staff need to ask themselves about each document they are reviewing. Although this will be time-consuming to start with, after a short while the whole process becomes sub-conscious and members of staff will start to recognise that a document needs to become a “record” without really thinking about it.

The diagram is not intended to be exhaustive and if members of staff come across a document which they are unsure about how to classify, they should contact either their Directorate Information Governance Officer or the Records Manager.
4.
Useful Contacts
Adult Services



Sandra Town

Chief Executive’s



Caroline Dodge

Children, Families and Education

Michelle Hunt

Communities




Andrew Swan

Environment and Regeneration

Pauline Banks

Records Manager



Elizabeth Barber
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