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An introduction to records management 
 
This document provides a brief introduction to records management to help you to manage 

records appropriately in the course of your work. Good management of records is the 
responsibility of everyone who works in your organisation. 

 
Your public body, department, division or team may have its own records management 

guidelines, such as a file plan, rules for naming files or a retention schedule. Ask your line 

manager to direct you to any records management guidance that is specific to your organisation 
or section. 

 
1 What is a record? 
 

 Put simply, a record is anything that captures information relating to your business. All 

the examples below (and many more) could be classified as a record: 
 

o Internal e-mail conversation 

o Minutes of a meeting 
o Departmental diary/calendar entry 

o Excel spreadsheet containing customer data 
o Letter received from a member of the public 

o PowerPoint training presentation 
o Audio recording of a telephone call 

o CCTV recording on VHS tape 

o Photographs taken during a site visit 
o Court proceedings transcript 

 
 Records can be created in a variety of formats – paper records and digital records such as 

e-mails, databases, spreadsheets, photographs, sound or visual recordings. 

 

 The records you create during the course of your job provide evidence of your 

organisation’s policies, functions, decisions, transactions and interactions with customers.  

 
2 What is a public record? 
 

 As an employee the records you create are not your own personal records - they are 

known as ‘public records’. They will remain as a record of the public body even if you 

were to retire or leave your post. 
 

 The Public Records Act 1999 defines ‘public records’ as being the administrative and 

departmental records of Tynwald, central government, other public bodies and the courts.  

In essence, this means most records held by the Island’s government departments, public 
offices, local commissioners and councils are ‘public records’.   

 
 The term ‘public records’ should not be confused with information being a ‘matter of 

public record’. It doesn’t matter whether the records you create are made public or 

confidential – they are still ‘public records’.  
 

 Access to public records is governed by criteria which look to ensure that information is 

made available to the public at the appropriate time (see Factsheet 9).  
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3 Why is records management important? 
 

Good records management will help you to: 
 Ensure you have the information you need to do your job efficiently: 

o you know where records/information are stored; 

o you know what information you hold; 
o you can access the information quickly and easily. 

 

 Save money: 

o you know how long you need to keep records and so don’t store records for 
longer than necessary; 

o you can choose lower-cost storage for paper records you refer to infrequently 
rather than storing them in high-cost office space; 

o you reduce staff time spent searching for records, as you know what information 
you hold and where it is stored. 

 

 Comply with legislation and provide evidence through your records: 

o avoid damage to your reputation by failure to comply with legislation or 
inappropriate release of information; 

o avoid fines for non-compliance.  
 

 Preserve the corporate memory by safeguarding records that should be kept as evidence 

of your organisation’s policies, decisions and activities. 

 

4 How should I manage my records? 
 
More detailed guidance on how to manage your records can be found in our factsheets: 
 

Factsheet 2 ‘What legislation applies to records and information?’ 
Factsheet 3 ‘An introduction to the Public Records Act’ 

Factsheet 4 ‘Records creation’ 
Factsheet 5 ‘Safekeeping of public records’ (including records storage and security) 

Factsheet 6 ‘What is retention scheduling?’ (this covers the process of determining how long you 

need to keep records)  
Factsheet 7 ‘Introduction to vital records’ 

Factsheet 8 ‘What is selection for permanent preservation?’  
Factsheet 9 ‘What about access to public records at the IOMPRO?’ 

Factsheet 10 ‘How do I use the IOMPRO generic retention schedules?’ 

Factsheet 11 ‘Transferring records to the IOMPRO’ 
Factsheet 12 ‘Creating an information asset register’ 

 
An online training module ‘Principles of Record Keeping’ is also available on eLearn Vannin: 

https://lms.kallidus.com/GovIM/ 

 
5 How can I get further IOMPRO guidance? 
 
All our factsheets can be found on our website http://www.gov.im/pro; if you have access to the 
IOM Government intranet, you can also find them under Public Records on the Government page.  

 
If you wish to talk to someone about any information given in this document or any issues raised 

by it, please contact the IOMPRO on 693569 or email us at public.records@gov.im. 
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