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Date: 26 March 2009

Time: 10:30
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Council Tax Customer Services
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Internal Audit Data Strategy
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Project Manager for
Line Drawing

Role / Organisation

Apologies (Ref)

Role / Organisation

Head of Operations,
Local Taxation

Customer Services

> >
) F]
s 2

Field Berry (JB [ ] Head of Portfolio
Director Delivery Group
Head of Strategy and _ Local Taxation
Change Management
Head of Human
Resources _ TRS

i t
Council Tax P Sanderson (PS) Director of Data and

Special Projects

T Bradford (TB)

Director of Council
Tax

David Tretton (DT)

Head of Profession &
Director Rating

Circulation: Attendees/Apologies (by email)

1. | Minutes and actions from last meeting 19 February 2009

1.1 | [l agreed minutes from previous meeting.

2. | Matters Arising

2.1 | There were no matters arising.

3. | Action Log

Ref: Hardcopy Records Project
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3.1 | [lprovided update on actions from last meeting.
4. | Update on Tactical Phase
4.1 | [licelivered report
4.2 | The last location has now started to prepare and scan DSRs, which is progressing well and to
time.
5. | Update on Solution to large Document Problem
5.1 | The agreement was given by the WCPB to release extra funds to complete the task of splitting
150,000 large records held on the system.
Progress has been very good with 115,000 documents split to date.
- < storing documents that they are unable to be split awaiting a decision from VOA
on how to deal with them.
5.2 | lllllhave also deleted 230,000 blank images which will have a positive impact on the
EDRM cost of storage & amount of storage space that is taken.
5.3 | I ished to thanks all the staff involved in this exercise for their hard work in the
preparation of DSRs for scanning.
6. | Update on Strategic Phase
6.1 | llldelivered report
6.2 | The correct architecture for the EDRM will need to be in place by the end of May. The
information structure will not be driven by function as is mainly the case at the moment but
stored in information centric domains which may include
e Cases
e Property Files
e Knowledge Base
e Operational & Support
e Corporate & Local Policy
HCRB 31 All board to consider an alternative “snappy” name for the EDRM
In a move towards agreeing the structure of the EDRM an exercise is underway to discover
what information all aspects of the business currently store. 80% this work is to be complete
by the end of May.
HCR 32 Send the complied information relating to Groups to o ce
exercise is complete to see if a review of her Groups records show any gaps
EDRM enables the deletion of records after a specified time; it will automa_t.ically delete
records after the retention period is up. Retention periods related to specific records
6.3 | All of Local Taxation except for the Customer Service team have been consplted on the need
for colour in their back scanning. B/W will save storage space and so drive down storage
cost. It will also improve speed of retrieval.
NSC & CS have also agreed to back scan their records in black & white.
6.4 | The back scan of the remainder of CT records has been agreed for 09/10 but this could clash

with the Summary Valuations on REVAL 2010. A proposal will be put to_the WCPB to
commence scanning preparation of these records in the first half of the financial year to
reduce the risk to SV enquiries.
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The design proposal will be put to the WCPB on 29 July 2009.

The timetabling of the implementation of EDRM will impact on all business streams and the

links to the CDB will be in place from February 2010 and operations will go live as soon as this
has taken place.

This will be taken forward in consultation with the business.

7. | Update on Line Drawing

I - < 2 brief background of Line Drawing to the board.

The current status is that a trial is underway in Preston, Worthing & Worcester using the [l
rawing tool that allows for the d amendment of existing records and creation of new.
This is an office-based drawing tool.

Some duplication of work is unavoidable as records need to be printed and amended on site
in hardcopy before being updated using the drawing tool back in the office.
Initial feedback and findings from the pilot are positive.

HCR33 Invite [Jilito all future project boards to provide update.

8 | Budget Tactical & Strategic

llinformed the board that the information provided was for general clarification.

9 | Risk & Issues log

Il cquested that all present review the current logs.

10 | Any other Business

No further business was discussed.

11. | Summary of Action Points

This was not carried out.

12. | Date of Next Meeting

There is no meeting in April.
The next meeting will be 07 May 2009 in Wingate House MR1 10.30 — 12.30
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Date: 01 October 2009 Time: 10:30 Location: Meeting Room MR1
Attendees (Ref) Role / Organisation Attendees (Ref) Role / Organisation
Business Lead &
Agency Records PM HCR/EDRM

Officer, Data Strategy

Head of Operations,
Local Taxation

Customer Services

Ll

Head of Data Strategy PCS

Internal Audit GVO Southampton
T Bradford (TB) Director of Council NCS & CS

Project Manager for ITSD

Line Drawing

Comms & Customer
Insight

Paul Sanderson (PS)

Director of Data &
Special Projects

Head of Data Strategy

Finance & Planning

B | rvo
Apologies (Ref) Role / Organisation Apologies (Ref) Role / Organisation
] Head of LHA & CT ] Customer Services
] Field Berry (JB ] Head of Portfolio
Director Delivery Group
- Head of SCM — Local Taxation
Head of Human
I Council Tax [ ITSD
. Head of Profession &
_ Data Strategy David Tretton (DT) Director Rating
F Data Strategy Data Strategy

1. | Minutes and actions from last meeting 04 June 2009

2 greed minutes from previous meeting.

2. | Matters Arising

There were no matters arising.

3. | Action Log

llorovided update on actions from last meeting.

Ref: Hardcopy Records Project
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4. | ATP decision

4.1 | ATP approved the Option A of the HCR business case on 22 September 2009. Thanks were

expressed to all those who worked hard in compiling the business case with special thanks to
—or their hard with this task.

The project is now in the test & build phase.

Deploying to the business using a phased approach is the best way to ensure smooth
implementation.

A presentation will be given at the Senior Leader Conference next week to assist with
understanding the impact of the implementation; a further message form the new Chief will
follow this up to the network.

Further communications will be issued with a dedicated Intranet page for the Transform
Programme and EDRM will feature strongly on these pages.

There will also be a section dedicated to the EDRM in the Managing Change Capability

Workshops and there are future plans to present to each Management Team within the
Network.

Scanning
SDS scanning preparation is 98% complete progress has been good.

Decisions now need to be taken on the preparation of NDR records due to commence in April
2010. The majority of records will be scanned as black & white images, however some may
need to be in colour.

HCRPB AP 39 NDR scanning preparation processes to be discussed with the oos, B
and . owners I

HCRPB AP 40 Final decision to be made on scanned NDR docs to be in Black & White
or colour. Owners

HCRPB AP 41 Final decision to be
be selected for scanning. Owners

The current 2005 plan will be scanned; there isn’t a limit to the amount of pages that will be
scanned.

Property plans, survey history and the most critical information will be retained.
The network will be fully consulted before commencement of this phase of scanning.

made br LT on precisely what plans and surveys will

5. | Line Drawing Update

I = oiven a demonstration of the tool to some board members.

Access to the tool at the moment will only show a blank page when domestic records are
drawn using the tool it will be saved and able to be updated once created.

All the most up to date information will be stored within on the most recent image for
Domestic.

NDR requirement and options are being considered at the moment.

The benefits of the drawing tool will be a standard more accurate approach to producing
plans.

Training is currently being discussed with the HR Learning Team,; the training will be delivered
in the form of face-to-face sessions backed up with an e-learning package.

This will commence in March 2010 for the line drawing tool.

It is worth noting that training will also be delivered on use of the GIS mapping system in
January 2010.

HR plans are to ensure that there is enough resource and be ready to provide the training in
March but this will need to be monitored.
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6. | Future Project Delivery

A brief presentation was given to the project board members, which formed part of a larger
presentation to go the Senior Leaders at next week’s conference.

An announcement will be made regarding changes of roles within the Project. [ N IINEEE
will become the Business Lead with “now taking on the role of Project Manager,
who then outlined the plans in brief.

Work is continuing with [l go live will be March 2010 with phased implementation to the
different Business Streams. By August 2010 the IT for the EDRM will be fully deployed within
the Agency.

7. | AOB

I iscd a Customer Service issue that has recently arisen where a request for
Domestic Survey information was received and could not be dealt with as the record was
away being scanned this should be considered especially with the preparation of NDR records
after the completion of REVAL 2010.

8. | Action Point Summary
The APs were reviewed.

The next meeting will be 26 November 2009 in Wingate House MR1 10.30 — 12.30
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Hardcopy Records Project Board— Minutes
Date: 26 November 2009 Time: 10:30-12:30 Location: Wingate House, MR1
Attendees (Ref) Role / Organisation Attendees (Ref) Role / Organisation
Paul Sanderson SRO Head of Data Strategy
Project Manager
N&CS &CS AVOV
Head of Council Tax
and Housing IAO
Allowances
Acting Secretary
Apologies (Ref) Role / Organisation Apologies (Ref) Role / Organisation
— Business Lead Tim Bradford Director of
Operational Planning
- Finance & Planning PCS
Agency Records Agency Records
Manager Manager
- Comms Secretary to the
Board
GVO0 Southampton Operational Director
HR ITSD

| Circulation: Attendees/Apologies (by email)

1. | Minutes and actions from last meeting
1.1 | PS agreed the minutes from the last meeting.
2. | Exception Reporting by PM
21 -updated the board on the current situation within EDRM.
2.2 -raised concerns regarding the ELDA UAT being ahead of the HCR UAT.
3. | Risks and Issues
3.1 | All of the risks and issues have been updated and mitigating actions added.
4. | Impact on Benefits
4.1 | No impact on benefits.
5. | Lessons Learnt
5.1 | [lllexplained that he is currently doing a lessons learnt on the DSR scanning exercise. He is
awaiting feedback from Groups, to enable him to produce a report.
6. | Approval of Business Cases, BIDs and CRs
6.1 | No business cases, BIDs or CRs to be approved
7. Programme Name Change
71 It has been decided that the new name for the programme will be the Records Management
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Programme, which will take effect from 2010.

8. Re-shaping the Programme Board make up

8.1 | PS discussed the role of the board. The maximum number of people on the board should be
no more that 6 and this should include suppliers.

8.2 | Meetings should be held every quarter to clarify the way forward; this can be via
teleconference or face to face.

9. Creation of EDRM user Group

9.1 PS outlined the purpose of the user group, as per the paper sent to board members.

9.2 | Feedback on user group paper to be given by 4™ Dec to [l

10. | E-Learning Project Brief

10.1 | [Jilfoutiined the proposed content. Feedback/comments to be sent to [lfoy 4" Dec.

10.2 | Jlstated that any slippage in time will seriously impact on the release of the e-learning.

10.3 | [[loutiined the possibility of an online instant help feature, which will enable users to ask
questions and get a response in real time. There where concerns raised about the amount of
resource available to undertake this task successfully.

11. | Any other business

11.1 | No other business was raised.

12. | Date of next meeting

12.1 | The HCR board is now closed and will be replaced in the new year with the Records

Management Board.
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