HARD COPY RECORDS PROJECT BOARD
Monday, 21 July 2008, MR11 at 10.30am

Present: P Sanderson, Director of Data & Special Projects

D Tretton, Head of Profession & Director, Ratin

Apologies: “ L Hirst, M Morrison-Paton, | IEGIG=IG:IG

Introductions - PS

PS welcomed all to the Project Board and introductions were made for the benefit of
all members.

1. Minutes & Action Points from Stakeholder Meeting on 16 April 2008 - PS

AP1 — I to circulate draft contract with Aspire before signing — done.

2. Matters Arising — Including Constitution of Project Board - PS
There were no matters arising.

PS gave a brief overview of the HCR project. A great deal of activity had taken place
over the last twelve months to get the project to its present position. Ministerial
approval had had to be sought and this had been finally granted at the end of March
2008. Thanks go to Aspire for all their input and assistance.

Additional funding has been made available to the network for the scanning of
Domestic Survey Records (DSRs) and Street Sheets (SS). Lessons learned from the
early stages will be shaped into best practice and passed on to other Groups.

Other WCPB projects are enhanced by HCR and there is widespread network
support for electronic scanning. It had been suggested that CV/R/37s should be sent
to National Archives rather than being destroyed but this had raised problems with
confidentiality as the records would still technically belong to the Agency.

PS believed the structure of the PB was about right although it was noted that no
network representative had been included. It was agreed that a GVO should be
invited to attend.



(New) AP2 - PS to invite a GVO to join the PB.

Update on the Tactical Phase - [}

e Domestic Survey Records (DSRs)
e Street Sheets (SS)

Il distributed several handouts to the meeting.

The timetable for the Tactical Phase is now more stable (although some issues
remain around SS) and has been aligned with the Accommodation project.

- informed attendees that the timetable was not published anywhere for security
reasons. The papers handed out today would be collected at the end of the meeting.

Teesside and Crewe locations have completed the preparations and records have
been removed for scanning. Scanning and subsequent loading to should

be completed by 9 working days after the records have left the office. Results so far
are good.

Il discussed and explained the DSR Progress Overview spreadsheet. Where no
DSR exists, the label is placed on a blank piece of paper which will be scanned. This
procedure will save time in the future by avoiding futile searches for DSRs that do not
exist. To date, the average time per binder is 2 hours.

The monitoring spreadsheet will help to identify early problems and therefore,
enabling a speedy reaction. Follow-up visits could be useful for sharing best
practices. PS added that, during a recent visit to York, the staff involved in the
exercise were motivated to complete the task and grateful for the support they had
received. They had wanted to keep the DSRs that could not be matched but this was
not possible owing to the tight 8-week schedule and the fact that records cannot be
accessed during the period.

Access to -is now available and scanned records can be viewed. However,
accessing via the HMRC portal is time-consuming. I is to discuss the
problem with ITSD to see if improvements can be made at our end. ] advised that
the server had been down twice in the last week with no reasons being given.

explained that this was due to the loading of some files by and ITSD have
been asked to investigate. Under consideration is whether “traffic lights”
can be displayed on the intranet. - added that the contract states that the system
should be running for 98% of the time during normal working hours, i.e. not 24/7.

- reported that it was apparent that the instructions for labelling were not always
being followed. It is crucial that the label is sited correctly on the document for full
and correct scanning. |f more manual intervention has to be undertaken by the
contractor, this could affect the price of the contract. Il wil issue an IA to the
network to remind them of the importance of correct preparation. A discussion next
took place on the ability to amend scanned records where the details were incorrect.

- referred to the Street Sheets Overview spreadsheet. Although progress
appeared slow in those offices that had begun the work, expectations were that the
job would become quicker as staff became more familiar with the process.



Update on the Strategic Phase - [}
A handout was distributed showing a breakdown of the projects and timescales.

A number of workshops are to be held and all business streams will be invited. The
workshops will consider hard copy records both for now and in the future. The
Agency should be aiming to move away from creating hard copy records to using
electronic methods instead. Each division will need to define how it wants to organise
its “electronic filing room” and planning for EDRM (Electronic Document and Records
Management System) must start soon. Consideration should also be given to
electronic filing and shared drives. Knowledge of existing and future volumes will be
crucial to the correct sizing of the EDRM. The amount of time this will take will vary
from division to division.

[l advised that that the assumptions made in Project 1 would carry through to the
later projects and therefore, it was vital that the right decisions were made at the early
stages. This will require a lot of input, consideration and resource.

DT commented that most electronic files/folders/drives were poorly organised with
filing conventions left to the individual. [l suggested that a taxonomy was required —
similar to that used for the intranet. Comms have used some software, “Snag It",
which helped to split data into folders in Word and may prove useful to other
divisions.

I explained that file-plans and the tidying up of drives would greatly assist the
migration to EDRM in the future. Staff must learn to work communally rather than

individually, in terms of electronic data. [JJll added that the aim is to de-commission
shared drives at a later date.

(New) AP3 — PS to alert WCPB that dedicated resources will be required, eg
Records Managers
Project Timetable - [l

Discussed in items (2) & (3) above.

Budget -
a) Tactical Phase

A handout showing estimated costs for the project, including Design Proposal and
Viability Proposal was circulated. No detailed breakdown is presently to hand. bgt
figures should be available in time for the next meeting. Overall, costs were within
budget and whilst an encouraging start, it should be remembered that only 12% of the
task had been completed so far.

Il should be able to bring firmer costs on the Tactical Phase to the next meeting.



7/8/9.

10.

11.

b) Strategic Phase

Il added that it was important that the Business Case must be prepared correctly in
order that the MB can make a considered judgement on costs — there will be a point
where certain aspects become too expensive. ||l price at “Build to Cost” but
these charges are based on figures available at the time.

[ emphasised that it was crucial that the projects are achieved within budget.

Risks Log/ Issues Log/ Action Log - [l

Registers are not in place at yet but will be in time for the next meeting — risks, etc
have already been flagged up for MB meetings. Il would welcome contributions
from this meeting to the registers.

(New) AP4 — [l to set up registers

(New) AP5 — Attendees to send contributions for registers to [l

PS informed the meeting that the HCR project was one of the first to have gone
through and to have received accreditation via the Cabinet's Risk Management and
Accreditation Documentation Set (RMAD) process.

Any Other Business

) [l advised that a trial of electronic sketching was underway and that, whilst it
will not form part of this project, may well link into it.

There was no other business.

Dates of Next Meetings

Il believed it was important that the attendees remained the same for this Project
Board and that future meetings were timed as close as possible to those of the MB
and WCPB. The timescale would be, generally, every two months.

[l would contact members with proposed dates.

Since confirmed that the next meeting will be held on 29 September 2008 at
10.30am in MR11.
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Data Strategy

Hardcopy Records Project Board— Minutes

Special Projects

Date: 29 September 2008 Time: 10:30 Location: Meeting Room 11
Attendees (Ref) Role / Organisation Attendees (Ref) Role / Organisation
P Sanderson (PS) Director of Data and GVO

Head of Data Strategy

Customer Services

Head of Profession &

D Tretton (DT) Director, Rating

Internal Audit

PM Hardcopy

_ Head of Strategy & _ Records, Agency
Change Management Records Officer, Data
Strategy
_ DV Services _ PM, CEO Records
Head of Human
_ Communications and
Customer Insight _ PCS
[ ] Finance & Planning | [ TGN Data Strategy
— Local Taxation
Apologies (Ref) Role / Organisation Apologies (Ref) Role / Organisation
T Bradford (TB) Director of Council Customer Services
Tax

Field Director

Head of Portfolio
Delivery Group

Head of Operations,
Local Taxation

[ Circulation: Attendees/Apologies (by email)

1. | Minutes and actions from last meeting 21 July 2008

1.1 | PS agreed minutes from previous meeting. Action points1-4 now closed.

1.2 | I <\comed to Board as GVO representative (AP2).

1.3 | APS5 to remain open and any contributions for registers to be sent to -

2. | Matters Arising

2.1 | No matters arising

3. | Action Log

3.1 | Covered at 1.1

4. | Update on Tactical Phase

4.1 | |l delivered report

4.2 | PS emphasised need for locations to adhere to the preparation processes anq rules currently
in place in order to complete the task on time. To date 2 locations have failed to complete
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fully and the Field Directors are aware of this.

4.3 |l explained that ODNP template usage is around 30%. This relates largely to social
housing and estate files and is expected to decrease towards the end of the process.

4.4 | [l said |A to be issued in October to enhance the quality control of preparation of DSRs for
scanning. This will improve the quality of the preparation of the records sent for scanning and
reduce the numbers appearing on the large document report.

Il explained that the quality assurance on the images had identified excellent results and
was now being relaxed. The effort would be redirected into the quality control of preparation.

45 | [l explained that to solve the large document problem [l would be enhanced to
provide an image splitting function. ionﬁrmed that this facility would be time boxed and
granted only to specific, grade appropriate staff. A further IA to outline this process will follow.

5. | Update on Strategic Phase

5.1 | JJllexplained that the Define Commercial Summary had been delayed until 9 October 2008.
The revised costs would be presented to the WCPB on 16 October 2008.

5.2 | Jllloutined the 4 tranches of Information Architecture: Storage Strategy, Naming
Conventions, Compliance and User Model.

5.3 | JJlsaid that supplier selection has commenced. The 9 potential vendors have been given a
request for proposal for costs. This process should finish by the end of November 2008.

5.4 | Jlsaid that meetings had been held with the 4 teams involved in information architecture.
They are all aware of what is required of them. A project management team meeting will be
held on 30 September 2008 to ensure that the appropriate support is in place for the teams.

5.6 | [ lasked when the EDRM would be delivered. [llllreplied that it would probably be autumn
2009. DH explained that, although currently in scope, the annotation tool may well fall outside
of this project.

5.7 | DT expressed concerns that the majority of hardcopy records currently stored in the basement
of CEO belonged to rating and that storage space at Wingate House would be insufficient.

onfirmed that outhousing was in scope for the strategic phase but did not currently
extend to CEO records. This would need to be raised with Accommodation. [[llladded that
there was no budget for this within the project. [[llconfirmed that this will be considered
within his remit and that redundant office space may be used as an alternative.

6. | Project Plan

6.1 | PS presented the high level Project Plan.

. No questions were raised.

7. | Budgets

7.1 | Jllpresented the Tactical & Strategic budgets.

7.2 | [asked how reliant locations were on overtime to complete the preparation of records in the
tactical phase. [Jllsaid that it was not needed at all in Stage1 as Brook Street staff could be
used but there may be a need where VOA expertise was required. Bl -citerated the
commitment of staff to the task. [JJjsaid that pay and other issues may affect the motivation
and goodwill of staff.

7.3 | Budget Spreadsheets to be sent to [} [l HCRPB AP6

8.9 | Risks and Issues Logs

8-9 | No questions raised

10. | Any other business

10.1 | PS asked for any further examples of the human side of the exercise to be passed on to the

team.
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10.2 | lllasked for the possibility of industrial action to be recorded as a risk. HCRPB AP7

10.3 | [lllasked to be added to the circulation list. HCRPB AP8

11. | Action Point Summary

11.1 | Covered during introduction

12. | Dates of next meetings

12.1 | Agreed to be on monthly basis

12.2 | Proposed dates: Thursday 30 October 2008 and Thursday 27 November 2008
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Data Strategy

Hardcopy Records Project Board—- Minutes

Local Taxation

Date: 30 October 2008 Time: 10:30 Location: Meeting Room 350
Attendees (Ref) Role / Organisation Role / Organisation
H .
ead of Operations, DV Services CEO

Head of Data Strategy

Customer Services

Council Tax CEO Rating
PM Hardcopy
Head of Strategy & Records, Agency

Change Management

Records Officer, Data
Strategy

Communications and

>
g
:
E:

Tax

Customer Insight PCS

Finance & Planning Data Strategy

ITSD TRS
Apologies (Ref) Role / Organisation ! Apologies (Ref) Role / Organisation
T Bradford (TB) Director of Council Customer Services

Field Director

Head of Portfolio
Delivery Group

D Tretton (DT)

Head of Profession &
Director, Rating

P Sanderson (PS)

Director of Data and
Special Projects

I GvO I DV Services

_ :ead of Human _ Local Taxation
esources

| Internal Audit I AVOV

I pM, CEO Recorcs | NN TRS

[ Circulation: Attendees/Apologies (by email)

1. | Minutes and actions from last meeting 29 September 2008

l2oreed minutes from previous meeting.

2. | Matters Arising

Bllexplained that there was now a hard dependency between the HCR and Mobilisation
projects to deliver the e-sketching tool.

‘Action short of a strike’.

2.2 | [illstated that there was a risk that following the roll-out of centralisation of work; some
locations may not have enough staff to resource the HCR preparation of records for scanning
process. Meeting to be arranged HCRPB 9

2.3 | [lillsaid that PCS would be holding a strike on 10 November 2008 followed by 3 months of

There will be a TUS meeting on 14 Nov where HCR project work
may be given an exemption from industrial action. HCRPB 10

Ref: Hardcopy Records Project
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3. | Action Log

3.1 | Covered at 1.1

4. | Update on Tactical Phase

4.1 | [lidelivered report

4.2 | Jllhad asked the Scanning Support Officers to revisit offices where DSRs were still held
after the collection for scanning. They would oversee the destruction of those records.

4.3 | lasked for clarification whether the decision to destroy these DSRs was financial or
operational. [Jllconfirmed that the decision was an operational one. At [[llrequest the
Project Board agreed to endorse this decision

4.4 | o provide [llwith a paragraph highlighting the importance of completing the DSR
preparation task for inclusion in David Park’s monthly letter HCRPB 11

5. | Update on Strategic Phase

5.1 | [llldelivered report

5.2 | All members to promote acceptance by their Directors of the HCR DCS before the World
Class Programme Board HCRPB 12

53 -gave an update on the annotation tool. It would not enable us to convert plans to
structured data and will not be taken forward. It was noted that e-sketching would fall within
the mobilisation project and would need to be delivered at the same time as the EDRM. [lilito

rovide authority to take the annotation tool out of scope for the HCR project. HCRPB 13.
hto raise CR to take annotation tool out of scope. HCRPB 14

6. | Project Plan

6.1 | No questions were raised.

7. | Budgets

7.1 | No questions were raised.

8.9 | Risks and Issues Logs

8-9 | o provide wording for a risk concerning the delivery of the e-sketching tool and the EDRM
HCRPB 15

10. | Any other business ;

10.1 | IR0 \2ined that EROS would now be transferred as a live system and that
appropriate administration of the system would need to be in place.

10.2 | Jlstated that a records management strategy paper was being prepared and would be
presented to the HCR project board before going to the management board. HCRPB 16

11. | Action Point Summary

11.1 | Copy of Action Log attached

12. | Dates of next meetings

12.1 | Next meeting 27 November 2008

12.2 | It was agreed that a meeting in December would not be appropriate.
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Date: 27 November 2008 Time: 14:00 Location: Meeting Room 350
Attendees (Ref) Role / Organisation Role / Organisation
P Sanderson (PS) Director of Data and DV Services

Head of Data Strategy

Customer Services

T Bradford (TB)

Director of Council

PM, CEO Records

Tax

PM Hardcopy
Records, Agency
Records Officer, Data

Head of Profession &
Director Rating

Q.
!

Strategy
Communications and
Customer Insight GVO
Finance & Planning PCS
f1SD Data Strategy

trat

Internal Audit Data Strategy
AVOV
Role / Organisation | Apologies (Ref) Role / Organisation

Head of Operations, Customer Services

Local Taxation

Head of Portfolio
Delivery Group

Field Director

Head of Strategy and

Change Management Local Taxation

Council Tax TRS

Head of Human
Resources

z g
3 <
o o
Q =

=
3 g
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|

| Circulation: Attendees/Apologies (by email) J

1. | Minutes and actions from last meeting 30 October 2008

1.1 | PS agreed minutes from previous meeting.

2. | Matters Arising

2.1 | There were no matters arising.

3. | Action Log

3.1 | [lorovided update on actions from last meeting.

3.2 | [llreported on HCRPB 10 that the TUS meeting held on 14 November 2008 had concluded
that scanning preparation work would not be exempt from any proposed industrial action.
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Action now closed

4. | Update on Tactical Phase

4.1 | licelivered report

4.2 | stated that it had come to light this morning that the true number of large documents was
92,462 and not 27,812 as previously believed.

4.3 | TB asked to be provided with additional statistics on a monthly basis HCRPB 17

4.4 | lexplained that the project team was currently testing the software solution for the large
document situation. Initial discussions have taken place with | NN NI ith a view to
trialling the process in the network or at the NSOs.

45 | Jllconcluded that a milestone had been reached with 50% of the Tactical Phase now
complete. This will be marked with an intranet announcement HCRPB 18

4.6 | [loffered to provide data showing how widely the HCR intranet publications were read. [ ]
accepted. HCRPB 19.

5. | Update on Strategic Phase

5.1 | [lllcelivered report. The inclusion of e-sketching was a risk to the delivery of the project and
would be entered onto the Risk Register.

5.2 | PS asked for Board approval to extend the contract with [ rom o e
o fil the gap created by the LID being pushed to October 2009. This was approved
HCRPB 20.

53 | TB asked what links might exist between the EDRM and HMRC. [llllexplained that at
present only a link with the CDB was in scope. It was possible that shared workspace might
be included by future exploitation.

6. | Budgets - Tactical & Strategic

6.1 -asked for assistance in obtaining actual expenditure on Brook Street staff and overtime for
scanning preparation work as the tactical budget currently contains only the amounts
allocated. ffered to advise how best to collate the required information HCRPB 21.

6.2 | It was noted that the extension of the ontract from [ R I ou'd
attract an additional [JJJJBllnosting cost of r month.

7. | Risks log & Issues Log - Feedback

7.1 | llasked for an update on Risk HCR17, which relates to Tech Refresh. Elsaid that her
understanding was that Tech Refresh was to go ahead and may reduce costs c_iue to poter)tlal
server sharing possibilities. -will investigate the current position and provide appropriate
wording for any outstanding risk HCRPB 22.

8 | Any other business
8.1 | There was no other business.
9 | Action Point Summary

9.1 | [listed the new action points to be added to the Action Log.

10 | Dates of next meetings

10.1 | Meetings will be held on Tuesday 20" January 2009, Thursday 19" February 2009 and

Thursday 26" March 2009. [lllwill send meeting wizards for these dates HCRPB 23.
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Date: 19 February 2009 Time: 10:30 Location: Meeting Room 350

Attendees (Ref) Role / Organisation Attendees (Ref)

Role / Organisation

Head of Operations,
Local Taxation

PM Hardcopy
Records, Agency
Records Officer, Data
Strategy

Council Tax Customer Services
ITSD PCS
Internal Audit Data Strategy
CEO Rating Data Strategy
Data Strategy
Apologies (Ref) Role / Organisation Role / Organisation

Customer Services

Field Director

Head of Portfolio
Delivery Group

Change Management

Local Taxation

]
Head of Strategy and _

TRS

Head of Human

Director of Data and

01

Resources P Sanderson (PS) Special Projects

DV Services — Head of Data Strategy
Director of Council

GVO T Bradford (TB) Tax

AVOV David Tretton (DT) Head of Profession &

Director Rating

Communications and
Customer Insight

| Circulation: Attendees/Apologies (by email)

l

1. | Minutes and actions from last meeting 27 November 2008

1.1 | [Jlagreed minutes from previous meeting.

2. | Matters Arising

2.1 | There were no matters arising.

3. | ActionLog

3.1 | [lprovided update on actions from last meeting.

4. | Update on Tactical Phase
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4.1 | ldelivered report.

4.2 | It was agreed that spending should be approved to facilitate the editing of two Street Sheet
fields to enable locations to correct any errors found. CR to be raised HCRPB 24

4.3 | It was noted that following the approval for | lllto carry out the Large Document fixing
work they had started ahead of the CR process to allow for the work to be completed this
financial year.

44 | meet with [Jlland [llkto define recommendations on the way forward for the
remaining Large Documents and those which need CDB knowledge in order to match. This
will include both the work being carried out by [lllland the findings of the Plymouth pilot
HCRPB 25

4.5 | [[lroted that Groups who had commitment from their GVO to the scanning exercise were
able to achieve far greater results and it was confirmed that this had already been identified in
the Lessons Learned document.

5. | Update on Strategic Phase

5.1 | llicelivered report.

5.2 | [llltranked [llfor making the BIS team available for consultation in the Information
Architecture and Business Requirements work. [Jlllasked to be included in one of the
workshops in Worthing and this is to be arranged HCRPB 26

5.3 | It was agreed that the need for colour scanning should be challenged and [llllagreed to set
up meetings with the Business HCRPB 27

5.4 | It was decided that a Summary Valuation case within CDB should not trigger a case file within
EDRM. This requirement to be relayed to Aspire HCRPB 28

6. | Budgets — Tactical & Strategic

6.1 | There were no points raised

7. | Risks log & Issues Log - Feedback

7.1 | The Board discussed the proposal from BIS to raise a CR to include a link from to EDRM from
within cases on the CDB. It was agreed that it would be preferable to let the system bgd down
first and then look at this as exploitation. If a CR were to be raised now it would be resisted by
the Project Board as it would be too great a risk to the LID

8 | Any other business
8.1 reported that the Line Drawing tool was to be trialed in three locations and that [ |
ould provide a progress report for the next meeting HCRPB 29

8.2 | Concerns were raised over statements to the network made by Accommodation Unit
concerning the timetable for NDR scanning. [Illlagreed to liaise with I CRPB
30

9 | Action Point Summary

9.1 | [[listed the new action points to be added to the Action Log.

10 | Dates of next meetings

10.1 | The next meeting will be held in Wingate House on Thursday 26 March 2009
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