


































  

 
 
 
 

REPORT TO: Licensing Board 
 
MEETING DATE: 23 October 2014 
 
BY:  Clerk of the Licensing Board 
    
SUBJECT:  Records Management 
  
 
 
1 PURPOSE 

1.1 To advise the Board that it is to adopt the East Lothian Council Records 
Management Plan in accordance with the requirements of the Public 
Records (Scotland) Act 2011. 

 

2 RECOMMENDATIONS 

2.1 To note the Report 

 

3 BACKGROUND 

3.1 The Public Records (Scotland) Act 2011 came into force on 1st January 
2013.  It requires all named authorities to submit a Records Management 
Plan when invited to do so.  East Lothian Licensing Board and East 
Lothian Council are both named authorities and have been required to 
submit a Plan by 31 October 2014. The Records Management Plan is to 
set out the current arrangements and any necessary improvements for 
records management practices. 

3.2 All staff supporting the administration of the Licensing Board are 
employees of East Lothian Council and all manual and electronic 
systems used for store records of the Board are subject to the Council’s 
general policies and procedures.  It therefore makes sense simply to 
adopt the Council Records Management Plan rather than to prepare a 
separate document.  This is the course adopted by all Licensing Boards 
that have to date been require to submit plans.   

3.3 The Council Plan has been developed by a Records Management 
Steering Group chaired by The Head of Council Resources.  The Clerk of 
the Licensing Board is a member of that Group.  Records Management 



for the Council also falls within the remit of the Clerk in her role as 
Service Manager – Licensing Administration and Democratic Services. 

It is anticipated that the Council Plan will be approved at the meeting of 
the Council on 28th October.   

 

4 POLICY IMPLICATIONS 

4.1 None 

 

5 EQUALITIES IMPACT ASSESSMENT 

5.1 This report is not applicable to the well being of equalities groups and an 
Equalities Impact Assessment is not required.  

 

6 RESOURCE IMPLICATIONS 

6.1 Financial – none  

6.2 Personnel  - none 

6.3 Other - none 

 

7 BACKGROUND PAPERS  

7.1 None 
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