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1. The Public Records (Scotland) Act 2011

The Public Records (Scotland) Act 2011 (the Act) received Royal Assent on 20 April 2011. It is the first new public records
legislation in Scotland since 1937 and came into force on 1 January 2013. Its primary aim is to promote efficient and accountable
record keeping by named Scottish public authorities.

The Act has its origins in The Historical Abuse Systemic Review: Residential Schools and Children’s Homes in Scotland 1950-1995
(The Shaw Report) published in 2007. The Shaw Report recorded how its investigations were hampered by poor recordkeeping
and found that thousands of records had been created, but were then lost due to an inadequate legislative framework and poor
records management. Crucially, it demonstrated how former residents of children’s homes were denied access to information about
their formative years. The Shaw Report demonstrated that management of records in all formats (paper and electronic) is not just a
bureaucratic process, but central to good governance and should not be ignored. A follow-up review of public records legislation by
the Keeper of the Records of Scotland (the Keeper) found further evidence of poor records management across the public sector.
This resulted in the passage of the Act by the Scottish Parliament in March 2011.

The Act requires a named authority to prepare and implement a records management plan (RMP) which must set out proper
arrangements for the management of its records. A plan must clearly describe the way the authority cares for the records that it
creates, in any format, whilst carrying out its business activities. The RMP must be agreed with the Keeper and regularly reviewed.

2. Progress Update Review (PUR) Mechanism

Under section 5(1) & (2) of the Act the Keeper may only require a review of an authority’s agreed RMP to be undertaken not earlier
than five years after the date on which the authority’s RMP was last agreed. Regardless of whether an authority has successfully
achieved its goals identified in its RMP or continues to work towards them, the minimum period of five years before the Keeper can
require a review of a RMP does not allow for continuous progress to be captured and recognised.

The success of the Act to date is attributable to a large degree to meaningful communication between the Keeper, the Assessment
Team, and named public authorities. Consultation with Key Contacts has highlighted the desirability of a mechanism to facilitate
regular, constructive dialogue between stakeholders and the Assessment Team. Many authorities have themselves recognised that
such regular communication is necessary to keep their agreed plans up to date following inevitable organisational change.
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Following meetings between authorities and the Assessment Team, a reporting mechanism through which progress and local
initiatives can be acknowledged and reviewed by the Assessment Team was proposed. Key Contacts have expressed the hope that
through submission of regular updates, the momentum generated by the Act can continue to be sustained at all levels within
authorities.

The PUR self-assessment review mechanism was developed in collaboration with stakeholders and was formally announced in the
Keeper’s Annual Report published on 12 August 2016. The completion of the PUR process enables authorities to be credited for
the progress they are effecting and to receive constructive advice concerning on-going developments. Engaging with this
mechanism will not only maintain the spirit of the Act by encouraging senior management to recognise the need for good records
management practices, but will also help authorities comply with their statutory obligation under section 5(1)(a) of the Act to keep
their RMP under review.

3. Executive Summary

This report sets out the findings of the Public Records (Scotland) Act 2011 (the Act) Assessment Team’s consideration of the
Progress Update Review template submitted for Midlothian Council and Midlothian Licensing Board. The outcome of the
assessment and relevant feedback can be found under sections 6 — 8.
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4. Authority Background
Local government in Scotland comprises 32 unitary local authorities, responsible for the provision of a range of public services.
Midlothian Council is one of these authorities. It provides services to the people of Midlothian, such as education, social care, waste

management, cultural services and planning.

http://www.midlothian.gov.uk

Licensing is the responsibility of licensing boards under powers contained in the Licensing (Scotland) Act 2005. Local licensing
boards have wide discretion to determine appropriate licensing arrangements according to local needs and circumstances and their
own legal advice. Each local government area must have a licensing board. Midlothian Licensing Board is the licensing board for
the Midlothian local government area.

https://www.midlothian.gov.uk/licensing

5. Assessment Process

A PUR submission is evaluated by the Act’'s Assessment Team. The self-assessment process invites authorities to complete a
template and send it to the Assessment Team one year after the date of agreement of its RMP and every year thereafter. The
selfassessment template highlights where an authority’s plan achieved agreement on an improvement basis and invites updates
under those ‘Amber’ elements. However, it also provides an opportunity for authorities not simply to report on progress against
improvements, but to comment on any new initiatives, highlight innovations, or record changes to existing arrangements under
those elements that had attracted an initial ‘Green’ score in their original RMP submission.

The assessment report considers statements made by an authority under the elements of its agreed Plan that included
improvement models. It reflects any changes and/or progress made towards achieving full compliance in those areas where
agreement under improvement was made in the Keeper’s Assessment Report of their RMP. The PUR assessment report also
considers statements of further progress made in elements already compliant under the Act.
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Engagement with the PUR mechanism for assessment cannot alter the Keeper’s Assessment Report of an authority’s agreed RMP
or any RAG assessment within it. Instead the PUR Final Report records the Assessment Team’s evaluation of the submission and
its opinion on the progress being made by the authority since agreeing its RMP. The team’s assessment provides an informal
indication of what marking an authority could expect should it submit a revised RMP to the Keeper under the Act, although such
assessment is made without prejudice to the Keeper’s right to adopt a different marking at that stage.

Key:

The Assessment
Team agrees this
element of an
authority’s plan.

The Assessment Team agrees this
element of an authority’s progress update
submission as an ‘improvement model’.
This means that they are convinced of the
authority’s commitment to closing a gap in
provision. They will request that they are
updated as work on this element
progresses.

There is a serious gap in
provision for this element
with no clear explanation of
how this will be addressed.
The Assessment Team may
choose to notify the Keeper
on this basis.
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6. Progress Update Review (PUR)

Midlothian Council and Midlothian Licensing Board

Element

1. Senior Officer

2. Records
Manager

Status of
Elements
under
Agreed
Plan

27SEP23

Status of
Evidence
under
Agreed
Plan
27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

Update required on any change.

Saty Kaur is now the senior
responsible officer.

NRS has already been informed
of this change.

Thank you for this update. We
have now revised your details on
our contacts spreadsheet to show
Ms Kaur as the Senior Officer
under the RMP. The Keeper has
previously indicated that a change
of an individual identified against a
particular element of an RMP does
not invalidate that RMP, provided
that the role remains substantially
similar.

Midlothian Council and Licensing
Board have been without a
dedicated corporate records
manager since the previous
postholder (who had positive
engagement with the Keeper’s
PRSA Team) left in 2021. [...]

The Keeper agrees this element of
Midlothian Council and Midlothian

Jennifer Homewood started as

the Democratic & Document
Services Team Leader, Records,
Archives & Document
Management (RADM Lead) on 5
August 2024.

NRS has already been informed of
this change.

Midlothian Council has now
appointed a full time ‘records
manager’ as required in the
Keeper’s 2023 agreement.

This individual has been added to
the PRSA contacts spreadsheet
and has engaged with the PRSA
Implementation Team.

A53319925 - NRS - Public Records (Scotland) Act (PRSA) - Midlothian Council and Licensing Board - Progress Update Review (PUR) - 2024 Final Report - 01

July 2025



https://www.nrscotland.gov.uk/files/recordkeeping/public-Full%20Agreement%20Report-
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/Midlothian_Council_Agreement_Report_2023.pdf

Element

Status of
Elements
under
Agreed
Plan
27SEP23

3. Policy

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

Licensing Board’s Records
Management Plan under
‘improvement model’ terms. The
Keeper does this when an authority
has identified a gap in their records
management provision (in this case
that they lack a dedicated records
manager), but have put reasonable
processes in place to close that
gap. The Keeper’s improvement
model agreement is conditional on
her being informed as soon as the
records management post has been
filled.

The achievement of this objective
marks a measurable improvement
in the records management
provision in the authority.

If this were a formal resubmission,
and a evidence around the
individual’s training, responsibilities
and support could

be provided, it is likely that this
element of the Plan would turn
from Amber to Green.

Update required on any change.

No significant change. Will be
reviewed in early 2025.

Thank you for this update. In the
Keeper’s original agreement it was
noted that Midlothian Council had
indicated a process for ensuring
that relevant information
governance policies are kept under
review. It is welcome to see
confirmation that this is being
appropriately pursued.

There is no requirement under the
Act for new policies and guidance
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Element

4. Business
Classification

Status of
Elements
under
Agreed
Plan

27SEP23

Status of
Evidence
under
Agreed
Plan
27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

documents to be submitted to the
Keeper (other than at the time of a
full review/resubmission).
However, if the Council wished to
voluntarily provide these, (perhaps
at the time of the next PUR) this
would allow the Keeper to keep
their PRSA case file up-to-date.

When in place, the Records Officer
(see element 2) will be responsible
for “Co-ordinating and developing
the corporate business
classification scheme and file plan”
(Records Management Policy page
8). The Council have stated “The
project team, and the Records
Manager once installed, will make
sure that the principles defined in
our Records Management Policy
are adhered to from the design
stage to final roll-out of any M365
application to ensure compliance.
The Records Manager will have a
key role within the project team and
will govern records management
compliance

within M365 on an ongoing basis.”

New RADM Lead is a member of
the M365 phase Il delivery group.
The project is led by an
experienced project manager and
support assistant, with key
deliverables and ongoing task
management. Records
Management is being considered
within this delivery group, to
ensure adherence to the council’s
Record’'s Management policy.

Records champions are being
appointed in all business area.
Bespoke training will be given on
how to use the retention schedule,
and manage records, overseen by
RADM Lead. Meetings between
RADM Lead and individual area
champions have started, to

Along with many Scottish public
authorities Midlothian Council is
implementing M365 as a records
management solution.

This process is bound to take time
to be rolled out properly and is
embedded in staff business as
usual procedures. It is important
that M365 is implemented in a
structured way and that the
Council’s Business Classification
Scheme/Information asset Register
can be used as a structure to
develop the required SharePoint
sites.

PRSA Assessment Team will be
interested to learn more as to how
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

5. Retention
Schedule

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

As noted under element 2 above
this key role is not yet filled. [...]

The Keeper agrees that Midlothian
Council and Midlothian Licensing
Board retains all its public records in
controlled systems which are
structured in a clear manner and which
can be used by staff to manage public
records where appropriate. However,
until the Records Officer is in post it
appears that the

identify records and records
management issues. IAR’s will
also be updated.

this implementation is progressing
in subsequent PURs.

As Midlothian Council is currently
in a ‘transition’ period the Keeper
would probably be minded to retain
the improvement model ‘amber’
status of this element.

Update required on any change.

Changes made to consolidate
retention triggers and disposal
actions, to align with M365’s
records management capabilities.

Further review of
functions/activities/retention
periods will continue in 2025, after
consultation with records
champions.

Thank you for confirming that the
arrangements agreed by the
Keeper around the application of
retention on public records, both
digital and paper, are still
operational.

Despite the developments around
M365 mentioned against element 4
above, there is no suggestion in
the PUR that controlled retention
cannot currently be applied when
required. Therefore, this element
retains its Green RAG status.

A53319925 - NRS - Public Records (Scotland) Act (PRSA) - Midlothian Council and Licensing Board - Progress Update Review (PUR) - 2024 Final Report - 01

July 2025



https://www.nrscotland.gov.uk/files/recordkeeping/public-Full%20Agreement%20Report-
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/Midlothian_Council_Agreement_Report_2023.pdf

Element

Status of
Elements
under
Agreed
Plan
27SEP23

6. Destruction
Arrangements

A

authorities retaining a destruction log.
However, the RMP goes on to state:
“Practical arrangements for the
systematic destruction of physical
and electronic records are in need
of improvement. The recruitment of
a qualified and dedicated Records
Manager will help the Council
address the destruction backlog”
and that “The deletion of electronic
documents held on the main filing
structure can be monitored,
however the Council does not carry
out a systematic approach for
reviewing data on shared drives.
Although progress is being made to
improve compliance for IT
applications and OpenText further
progress needs to be made for all
Council systems to get assurance
that retention rules are adequately
applied.” (both RMP page 10). This
seems to be an area that the
Council has identified for
improvement and the Keeper
concurs. It is expected that the
Records Manager, when appointed
(see element 2), working in
conjunction with the Information
Management Group representatives

destruction: Electronic

records

Disposition searches are
being reintroduced in the
EDRMS, to provide lists
of items to be destroyed.
RADM Lead collating
information on contents,
and destruction
arrangements for all other
council systems.
SharePoint is being
introduced across the
council to replace network
drives. Record champions
will be integral in this
transition and create
destruction lists for
approval during the
transition process.
Smaller network drive
areas will remain to retain
items which cannot move
to SP.

This work will lead to procedures
for routine destruction and
monitoring of electronic records in
all council systems going forward.

Status of | Progress | Keeper’s Report Comments on Self-assessment Update as Progress Review Comment
Evidence | Review Authority’s Plan submitted by the Authority 01JUL 25
under Status 27SEP23 since
Agreed | 01JUL25 27SEP23
Plan Full Agreement Report
27SEP23
A The Keeper commends the principle of | Work is starting on records Thank you for the update around

the practical arrangements for the
systematic destruction of physical
and digital records. At the time of
their 2023 agreement, the Keeper
noted that able to agree this
element of the Midlothian Council
and Midlothian Licensing Board
Records Management Plan on
‘improvement model’ terms with an
amber RAG status. This means
that you had identified a gap in
provision and were putting
processes in place to close that
gap. Furthermore the Keeper
required that Midlothian Council
kept them updated on progress in
this area. The PRSA
Implementation Team
acknowledges that the Council has
done this in this PUR.

As Midlothian Council is currently
in a ‘work-in-progress’ period
around destruction, the Keeper
would probably be content to retain
the improvement model ‘amber’
status of this element. It is
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https://www.nrscotland.gov.uk/files/recordkeeping/public-Full%20Agreement%20Report-
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority

since
27SEP23

Progress Review Comment
01JUL 25

from the local business areas (see
under General Comments below),
will instigate movement in this area.
The Keeper requires that he is kept
up-to-date with developments. [...]

The Keeper is able to agree this
element of the Midlothian Council
and Midlothian Licensing Board
Records Management Plan on
‘improvement model’ terms with an
amber RAG status. This means that
an authority has identified a gap in
provision (see under Digital Shared
Drives and Digital eDRM above) and
are putting processes in place to
close that gap. The Keeper’s
agreement will be conditional on
her being kept informed of
progress in this area.

Physical records

Records stored at Iron
Mountain (IM) will be
reviewed by the records
champions, with guidance
by RADM Lead, to confirm
what can be destroyed.
RADM Lead will also
review the list of records
retransmitted to the
council and update those
destroyed.

IM Destruction Procedure
Policy will be
reviewed/updated.

RADM Lead will work with
records champions to
review remaining records
in offices.

File registers will be reinforced as
vital documents registering
destruction of records

important to note that the current
‘amber’ grading does not indicate a
concern around the record
management provision in the
authority. In fact, the Keeper
judges that, if appropriately
implemented, the projects
explained in the compliance
statement against this PUR
element should represent an
improvement in record keeping in
the Council.
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https://www.nrscotland.gov.uk/files/recordkeeping/public-Full%20Agreement%20Report-
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/Midlothian_Council_Agreement_Report_2023.pdf

Element

Status of
Elements
under
Agreed
Plan
27SEP23

7. Archiving and
Transfer

A

Improvement Plan, published
online, is dated 2014 and is thus
almost 10 years old. The Keeper
requires that this should be
revisited as a matter of urgency. The
Keeper notes that, when in place,
the Records Manager (see element
2) will be responsible for
“Managing and developing the
Council’s modern records and
historical archive service” (Records
Management Policy page 8).

The Keeper would like to direct the
authority to guidance he has issued
on this issue: Supplementary
Guidance on Proper Arrangements for
Archiving Public Records
(nrscotland.gov.uk) [...]

The Council’s archiving arrangements
are supported by their Records
Disposal Policy & Procedures
document (see element 6) for example
at sections 2.0 and 8.3. However, the
Council has identified a gap in
provision. The Records Disposal

Archive records have been moved
to Iron Mountain but are still
accessed through library/local
history services.

As discussed with the PRSA team,
further review of archiving and
collections policies and
procedures will be undertaken
once destruction and review of
RM processes and procedures
has been completed.

A digital archiving solution
will be part of this future
work and raised as part of
the M365 & SharePoint
implementation project.

Status of | Progress | Keeper’s Report Comments on Self-assessment Update as Progress Review Comment
Evidence | Review Authority’s Plan submitted by the Authority 01JUL 25
under Status 27SEP23 since
Agreed | 01JUL25 27SEP23
Plan Full Agreement Report
27SEP23
A The version of the Archive Service No significant change As noted in the 2023 RMP

agreement report “The provision of
archiving arrangements is
specifically mentioned in the Public
Records (Scotland) Act (Part 1
1.2.(iii)) and the Keeper may return
an authority’s plan as uncompliant
at any time if she in not satisfied
that suitable attention is being
directed to these arrangements.”

However, it is clear that Midlothian
Council is aware of this and is, at
the time of this PUR submission,
implementing projects to mitigate
the risk of record loss.

It is also noted that a review of
archive policies is also
forthcoming. There is no
requirement under the Act for new
policies and guidance documents
to be submitted to the Keeper
(other than at the time of a full
review/resubmission). However, if
the Council wished to voluntarily
provide these, (perhaps at the time
of the next PUR) this would allow
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https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/supplementary-guidance-on-proper-arrangements-for-archiving-public-records.pdf
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/supplementary-guidance-on-proper-arrangements-for-archiving-public-records.pdf
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/supplementary-guidance-on-proper-arrangements-for-archiving-public-records.pdf
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/supplementary-guidance-on-proper-arrangements-for-archiving-public-records.pdf
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/supplementary-guidance-on-proper-arrangements-for-archiving-public-records.pdf
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/supplementary-guidance-on-proper-arrangements-for-archiving-public-records.pdf
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/supplementary-guidance-on-proper-arrangements-for-archiving-public-records.pdf

Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

Policy & Procedures document
states:

“Midlothian Council Archives do not
currently have the ability to transfer
electronic records to a dedicated
digital repository. However, Records
Champions should take steps where
possible to assist in the
preservation of these records until
such time as they can be transferred
to proper digital archival
management and storage. Detailed
policies and procedures tailored to
the special technical requirements
for preserving electronic records
have yet to be developed; however,
the procedural steps, roles and
responsibilities outlined apply
equally to electronic records as
paper. Consideration for more
detailed digital preservation
methods will be included as part of
future archival service
improvements.” (Records Disposal
Policy & Procedures section 8.3.2)

In order for Midlothian Council to
pursue commitments around the
permanent preservation of records,

the Keeper to keep their PRSA
case file up-to-date.

This element will remain at Amber
while the work explained in this
PUR is ongoing. The Assessment
Team look forward to further
updates in subsequent PURs.
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

which they have published in their
Records Management Policy, it is
imperative that resource is allocated
to digital archiving arrangements.
As with other elements of this plan,
the Keeper expects the appointment
of a fulltime Records Manager will
see movement on this issue. He
expects to be kept up-to-date on
developments in the provision of a
digital archiving solution.

The Keeper is able agree this
element of the Midlothian Council
and Midlothian Licensing Board
Records Management Plan under
‘improvement model’ terms. The
Council have acknowledged the lack
of progress on archival service
improvements and the have
separately identified the lack of a
digital preservation solution in their
evidence package. The Keeper’s
improvement model agreement is
conditional on her being updated on
progress in both these areas. To
this end, the Keeper requires
Midlothian Council to provide an
update on the situation around the
archive service annually (see
comments regarding PUR under
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

8. Information
Security

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

element 4 above as a potential

method of providing these updates).

The provision of archiving
arrangements is specifically
mentioned in the Public Records
(Scotland) Act (Part 1 1.2.(iii)) and
the Keeper may return an
authority’s plan as uncompliant at
any time if she in not satisfied that
suitable attention is being directed
to these arrangements.

Update required on any change.

Policy 21 ‘Cloud Security’ has
been replaced with ‘M365
information Governance policy’ —
attached for information.

Policy 28 ‘Protective Marking
Policy’ has been updated and is
now called the ‘Information
Security Classifications Policy’ —
attached for information.
Microsoft’s in-built labelling has
been adopted to enable
documents and emails to be given
a classification marking of Official
or Official Sensitive.

As noted above, it is important that
an authority keeps its policy and
guidance documents under review
and it is welcome that Midlothian
Council clearly does this.

This is particularly important
around the area of information
security. It is vital that an authority
guarantees that it can react to
changes in information security
threat and that it has policies in
place that ensure all the public
records it manages are retained
within appropriate security controls
(for example by implementing a
classification scheme). It is clear

A53319925 - NRS - Public Records (Scotland) Act (PRSA) - Midlothian Council and Licensing Board - Progress Update Review (PUR) - 2024 Final Report - 01

July 2025



https://www.nrscotland.gov.uk/files/recordkeeping/public-Full%20Agreement%20Report-
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/Midlothian_Council_Agreement_Report_2023.pdf

Element

9. Data
Protection

Status of
Elements
under
Agreed
Plan

27SEP23

Status of
Evidence
under
Agreed
Plan
27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

In addition, there is a new policy
‘Handling Sensitive Information
Procedure’ relating to this element
— attached for information.

No changes to all other
Information Security policies.

from this PUR that the Council
understand this.

Many of the recent information
security breaches stem from
human error. It is therefore
important that staff are trained on
the authority’s information security
requirements and that this training
is routinely repeated. Again, it is
expected that Midlothian Council
are actively pursuing this principle.

Update required on any change.

There is a new ICO cettificate —
attached for information. No other
significant updates.

Procedure reviews and policy
updates due in 2025.

Thank you for this update. The
comments have been noted.

The ICO certificate does not
appear to have been attached.
However, there is no need; for the
purpose of this PUR the
Assessment Team can agree that
Midlothian Council is registered
with the Information Commissioner
as a data controller:

They publish a Privacy policy
online:
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Element

10. Business
Continuity and
Vital Records

Status of
Elements
under
Agreed
Plan

27SEP23

Status of
Evidence
under
Agreed
Plan
27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

How personal information is used
by Midlothian Council | Privacy and
cookies | Midlothian Council This
includes details of service user's
rights as a data subject.

This element retains its Green
RAG status.

In an organisation that operates a
hybrid record keeping system as
operated here the identification of vital
records is important so that recovery
can be prioritised (normally in a purely
eDRM system all records can be
recovered simultaneously). The
Council clearly understands this and
has provided staff guidance. However,
they identify that, for practical
purposes, arrangements around the
identification of vital records is not
fully rolled-out. The RMP states
(page 14) “As part of the IAR
process, Services specify whether
records are vital. Guidance to assist
record owners in identifying vital
records is available via the Council
Intranet. The Council recognises

As mentioned above RADM Team
Lead’s work with the record
champions will include updating
IARs and identifying vital records.

Vital records column is already
attached to some sections of the
retention schedule, and it will be
added to all.

Thank you for this update as
requested.

It is clear from the statement in this
PUR that the Information Asset
Register review work is still
progressing.

Although the attachment of a vital
records column in certain business
areas is noted, this element will
retain at an ‘amber’ improvement
model status until the Council is
satisfied that it has appropriately
identified vital records as it
requires. Engagement with local
business areas around this work is
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

that further work is needed in order
to review and update the IARs.”
While the majority of the Council’s
public records remain on shared
drives (see element 4) the
identification of vital records is
important to recovery processes,
although subsequent to the roll-out
of M365 this will be less urgent. [...]

The Keeper can agree this element
of the Midlothian Council and
Midlothian Licensing Board
Records Management Plan on an
‘improvement model’ basis with an
amber RAG status. He will do this
on the basis that the Council have
identified a gap in provision (the
identification of vital records is a
work-in-progress) and have
committed to closing that gap. As
with other elements the Keeper’s
agreement is conditional on his

being kept up-to-date with progress.

very important and the Keeper
would commend this engagement
as liable to provide a stronger and
more accurate business tool going
forward even if the initial IAR setup
takes longer.

A53319925 - NRS - Public Records (Scotland) Act (PRSA) - Midlothian Council and Licensing Board - Progress Update Review (PUR) - 2024 Final Report - 01

July 2025



https://www.nrscotland.gov.uk/files/recordkeeping/public-Full%20Agreement%20Report-
https://www.nrscotland.gov.uk/files/record-keeping/public-records-act/Midlothian_Council_Agreement_Report_2023.pdf

record creators around naming
conventions. For records created
and edited on shared drives version
control is important to allow users
to identify the correct (for example
the most recent) version of a
record. Once public records are
transferred to M365 as the main
records management solution this
will provide version control
automatically. However, to
efficiently utilise the powerful
ediscovery search facility in M365
consistent naming of records will
still be required. The lack of version
control/naming convention
guidance for staff would seem to be
a significant gap in provision of
efficient record tracking.

On this issue the Council state: “As
part of their digital strategy, the
Council has governance in place to
implement Microsoft 365 across all
services with a dedicated project
team driving this forward. The
[M365] suite is yet to be deployed
and this implementation, on an

introduced elsewhere.

OneDrive has been rolled out
across the council and a ‘Think
Link’ campaign implemented to
encourage staff to share links
instead of documents. This
improves version control, and
guidance has been created for
staff for OneDrive.

Refreshed naming convention
guidance will be rolled out council
wide in the new year and RADM
team lead has been involved in
creating the guidance with info
governance, IT and
communications colleagues.

The council is working with
external partner Infotechtion on
M365 implementation. Current
tasks are working on the taxonomy
structure and managed metadata,
hub sites, home sites, structure,
workspace lifecycles, labels and
categories. Naming conventions
will come into play as well. RADM

Element Status of | Status of | Progress | Keeper’s Report Comments on Self-assessment Update as Progress Review Comment

Elements | Evidence | Review Authority’s Plan submitted by the Authority 01JUL 25

under under Status 27SEP23 since
Agreed Agreed | 01JUL25 27SEP23

Plan Plan Full Agreement Report
27SEP23 | 27SEP23

A A [T]he Council has not provided the Naming conventions are in place | M365 will automatically impose
11. Audit Trail Keeper with any guidance for for Team names but need to be | yersion control on Midlothian

Council’s public records and the
powerful search tool will assist with
locating records throughout
SharePoint, Exchange (e-mail) and
Teams (although consistent
document naming is still
recommended best practice).

As with element 4, the Keeper
would probably be minded to
retain the amber improvement
model grading against this element
during the M365 transition
process.

Clearly if once the M365 project is
fully rolled-out and record creators
are using it on a business-asusual
basis it will make a considerable
difference (and almost certainly an
improvement) in the record-
tracking capabilities in the Council.

The PRSA Assessment Team are
content that this element should
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

incremental basis, will continue
throughout 2023.

As part of this, the use of
SharePoint for digital collaboration
and records management will be
introduced to replace the existing
network drives. SharePoint offers
much more in terms of document
control, naming conventions,
version control, classification, audit
capabilities, archiving and retention,
access controls, information
security, compliance and efficient
records management than the
traditional network drives that are
currently in place.

The project team, and the Records
Manager once installed, will make
sure that the principles defined in
our Records Management Policy
are adhered to from the design
stage to final roll-out of any M365
application to ensure compliance.
The Records Manager will have a
key role within the project team
and will govern records
management compliance within
M365 on an ongoing basis.” (see

Lead will be included in future
discussions and decisions with
Infotechtion around this and future
records management
deliberations.

British Standard 10008 will be
considered throughout and full
compliance with this will be the
goal.

The Infotechtion project is
managed by the information
management/governance team
(part of digital services), so
governance is at the forefront of
decisions.

retain its Amber Improvement
Model rating mapping that at
element 4. However, if the M365
project is not fully implemented at
the time of the Council’s next
submission, perhaps we should
look again as to whether the
current situation is, in fact, already
compliant against this element
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

also element 4). The Keeper
expects the Records Manager and
project team to incorporate nhaming
instructions and staff training as
part of this project. [...]

As with other elements, the Council
have correctly acknowledged where
there are gaps in records
management provision and has
acknowledged the necessity of
closing that gap. In the case of the
tracking of public records the
provision of naming conventions,
and staff training on using these,
may be a task awaiting the Records
Manager when appointed (see
element 2) and should certainly
form part of the M365 roll-out. This
element of the previous RMP was
agreed under improvement model
terms on the basis that the CouncilL
was transitioning to an eDRM which
would have required new staff
guidance and training and would
have probably provided automated
version control. This transition has,
for perfectly understandable
reasons, not been progressed and it
is now the responsibility of the
Council to commit to ensuring that
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

12. Competency
Framework

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

the new solution is embedded
correctly. The provision of
appropriate staff guidance is part of
that process. The Keeper therefore
retains this element as an
‘improvement model’ and this
agreement is conditional on her
being updated regularly on
progress.

The Keeper expects staff creating, or
otherwise processing records, to be
appropriately trained and supported.

As noted in element 2, above, the
Council is, temporarily, without a
dedicated records manager. The
Keeper acknowledges that he has
been provided with evidence
showing that they are in the
process of closing this gap. Once
the new post-holder is in place it is
important that a formal training
programme is put in place. However
the Keeper understands

that, until the previous
qualifications experience and skills
of the new records manager are

As noted, new RADM Lead was
employed on 5 August 2024. She
has a postgraduate MLitt degree in
Archive and Records
Management, and 16 years’
experience at NRS in archives and
records, including completing
records surveys and retention
schedule reviews.

She has undertaken a council
induction and completed
mandatory training courses,
including records management.
She has also attended the FOI
practitioners conference 2024 run
by the Information Commissioners
Office.

As noted against element 2, the
resourcing of the Democratic &
Document Services Team Leader
marks a measurable improvement
in the records management
provision in the authority.

If this were a formal re-submission
it is likely that this element of the
Plan would turn from Amber to
Green.
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Element

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

considered, it is difficult to develop
a suitable training programme. The
Keeper is, therefore, willing to agree
this element of the Council’s
records management plan with an
Amber RAG status under
‘improvement model’ terms. [...]

The Keeper agrees this element of
the Midlothian Council and
Midlothian Licensing Board RMP on
improvement model terms on the
basis that a tailored training
programme for the individual
identified at element 2 is not
possible until the permanent
postholder is in place.

It is acknowledged extra training is
required in some specifics of M365
RM. IRMS webinars have already
been completed and she attended
the PRSA M365 surgery in
November 2024 for information
and networking. She will have
access to SharePoint training in
the new year. Contact has been
made with other organisations
further along the M365
implementation journey for
knowledge sharing, and this is
ongoing.

She is a member of SCA, IRMS, &
ARA and regularly attends events,
including the recent relaunch of
the IRMS Scotland Group and
Christmas Roadshow.

She is a new member of ASLAWG
and will attend future meetings.

She will be supported to undertake
relevant training course provided
by these organisations, and other
relevant events/conferences.
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Element

13. Assessment

and Review

Status of
Elements
under
Agreed
Plan
27SEP23

Status of
Evidence
under
Agreed
Plan
27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

Update required on any change.

The IMG is still in existence, but
regular meetings have ceased due
to the records manager vacancy
and impacts of other work.
Business is undertaken by
correspondence when required.

Meetings will be reinstated in early
2025 after a review of Data
Protection services at the council
is complete and a new group
mandate is finalised.

This will revive the review of RM
and DP policies, some of which
are passed the review timescales.

Section 1(5)(i)(a) of the Act says
that an authority must keep its
RMP under review. The Keeper’s
Assessment Team acknowledge
that this requirement is being
appropriately pursued by
Midlothian Council.

They welcome the authority’s
continued engagement with the
Keeper’s Progress Update Review
(PUR) process.

At the time of both the original
(2014) and Latest (2023)
agreements, the Keeper agreed
that the Council had made a firm
commitment to review their RMP
as required by the Act and have
explained who will carry out this
review and by what methodology.

It is noted that information
governance policies will also be
reviewed and updated where
appropriate. As noted above, there
is no requirement under the Act for
new policies and guidance
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Element Status of
Elements
under
Agreed
Plan
27SEP23
14. Shared
Information

Status of
Evidence
under
Agreed
Plan

27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

documents to be submitted to the
Keeper (other than at the time of a
full review/resubmission).
However, if Midlothian Council
wished to voluntarily provide
these, (perhaps at the time of the
next PUR) this would allow the
Keeper to keep their PRSA case
file up-to-date.

Update required on any change.

Teams have been opened to
external users, they are sent a
guide for access and asked to
sign DP agreement before access
given. Work ongoing on this and
shared forms.

No other significant changes.

Thank you for confirming that that
information sharing with other
bodies or individuals is
appropriately controlled and that
records management is properly
considered. The evidence package
that accompanied the last RMP
submission included an example of
data sharing agreement and the
Keeper was able to agree that
Midlothian Council properly
considers records governance
when undertaking information
sharing programmes. Therefore,
this element retains its Green
‘compliant’ RAG status
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Element

15. Records

Created or Held
by Third Parties

Status of
Elements
under
Agreed
Plan

27SEP23

Status of
Evidence
under
Agreed
Plan
27SEP23

Progress
Review
Status

01JUL25

Keeper’s Report Comments on
Authority’s Plan
27SEP23

Full Agreement Report

Self-assessment Update as
submitted by the Authority
since
27SEP23

Progress Review Comment
01JUL 25

The Public Records (Scotland) Act
2011 (PRSA) makes it clear that
records created by third parties when
carrying out the functions of a
scheduled authority should be
considered ‘public records’ - PRSA
Part 1 3 (1)(b). [...]

The Keeper would like to remind
the Council that they must be
satisfied regarding the records
management provision applied to
all public records created by a
third-party while carrying out a
function of the Council, whether
those records contain personal
information or not.

Third parties will be included in
the scope of the Midlothian
Records Management Policy
when reviewed in early 2025.

Otherwise, no significant change.

The Public Records (Scotland) Act
2011 (PRSA) makes it clear that
records created by third parties
when carrying out the functions of
a scheduled authority should be

considered ‘public records’

The Council acknowledged this in
their most recent RMP and have
previously provided the Keeper
with a sample of contract clauses
which suggest that information
governance, including monitoring
and disposition at end of contract,
is appropriately considered when
entering into an arrangement of
this nature.

Furthermore, as recently as 2023,
the Keeper agreed that Midlothian
Council and Midlothian Licensing
Board had properly considered the
management of records created by
third parties while they undertake
activities in pursuance of functions
of the Council under contract.
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under under Status 27SEP23 since
Agreed Agreed 01JUL25 27SEP23
Plan Plan Full Agreement Report
27SEP23 | 27SEP23

The Keeper’'s Assessment Team
acknowledge that Midlothian
Council is aware of their
responsibilities under this element
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7. The Public Records (Scotland) Act Assessment Team’s Summary
Version

The progress update submission which has been assessed is the one received by the Assessment Team on 10" January 2025. The
progress update was submitted by Jennifer Homewood, Democratic & Document Services Team Leader.

The progress update submission makes it clear that it is a submission for Midlothian Council and Midlothian Licensing Board.
The Assessment Team has reviewed Midlothian Council and Midlothian Licensing Board’s Progress Update submission and agrees

that the proper record management arrangements outlined by the various elements in the authority’s plan continue to be properly
considered. The Assessment Team commends this authority’s efforts to keep its Records Management Plan under review.

General Comments

Midlothian Council and Midlothian Licensing Board continues to take its records management obligations seriously and is working
to bring all elements into full compliance.

Section 5(2) of the Public Records (Scotland) Act 2011 provides the Keeper of the Records of Scotland (the Keeper) with authority
to revisit an agreed plan only after five years has elapsed since the date of agreement. Section 5(6) allows authorities to revise their
agreed plan at any time and resubmit this for the Keeper’s agreement. The Act does not require authorities to provide regular
updates against progress. The Keeper, however, encourages such updates.

The Keeper cannot change the status of elements formally agreed under a voluntary submission, but he can use such submissions
to indicate how he might now regard this status should the authority choose to resubmit its plan under section (5)(6) of the Act.

8. The Public Records (Scotland) Act Assessment Team’s Evaluation
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Based on the progress update assessment the Assessment Team considers that Midlothian Council and Midlothian Licensing
Board continue to take their statutory obligations seriously and are working hard to bring all the elements of their records
management arrangements into full compliance with the Act and fulfil the Keeper’s expectations.

The Assessment Team recommends authorities consider publishing PUR assessment reports on their websites as an example of
continued good practice both within individual authorities and across the sector.

This report follows the Public Records (Scotland) Act Assessment Team’s review carried out by

Pete Wadley
Public Records Officer
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