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Introduction 

The following paper outlines a preliminary approach and is shared with SMT members to 
initiate discussion and gather input. 

• Our records management practices and the IT systems we use to support them are 
closely intertwined each influencing the effectiveness of the other.  

• The way we structure, store, access, and retain information depends not only on our 
policies and procedures but also on the capabilities and limitations of the systems we 
use.  

• For this reason, it is essential to consider both practices and systems side by side 
when reviewing or implementing changes. 

• Improving records management is a key priority for OSIC and forms part of the 
strategic and operational planning. 

• However, due to the potential scale of the task, a structured and agreed approach is 
essential by the SMT.  

• This paper outlines a proposed framework for strengthening records management 
across the organisation by considering both current and potential systems for storing 
the various types of information we hold. This proposal is broken down into four key 
areas, each forming a separate project. 

• The goal from this proposal is to implement cloud based systems that are fit for 
purpose and capable of storing and retrieving information in a safe, compliant, and 
organised way, significantly improving records management practices by ensuring 
greater accessibility, consistency, and long term security of our data and information. 

Current IT Systems & Challenges 

• Our current IT infrastructure  
 

 
 

  
  

 
 

  
  

 commonly found in other 
organisations which would be useful to address as part of any improvements.  

Records Management Plan  

• Our most recent Records Management Plan (RMP) was approved by the Keeper in 
July 2023. In line with standard procedure, the Keeper will only review an agreed 
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RMP after five years from the date of approval. Therefore, our next full submission is 
expected in July 2028. In the meantime, we should continue to review the plan 
regularly and ensure ongoing compliance.   

Future Record Management and Systems 

• Introducing distinct and appropriate systems for holding records will greatly improve 
the overall effectiveness of our records management. By using systems designed 
specifically for different types of records, we can ensure that information is accurately 
classified, securely stored, and easily retrievable. This will reduce the risk of data 
loss or mismanagement, support audit readiness, and streamlines record keeping 
processes and will bring operational efficiency across the organisation. 

• Additionally, while staff currently use work mobile phones primarily for calls and 
authentication, upcoming unlimited data contracts will enable more flexible and 
mobile use, aligning with the increasing trend of mobile friendly software e.g.  
Breathe. 

Future IT Systems 

• As part of reviewing OSIC’s records management proposal for a Cloud Based 4 
System Information Management Model will modernise OSIC’s approach to storing, 
accessing, and managing information, outlined is a proposal for implementing a 
cloud-based 4 system information management model. This approach would 
organise all organisational data across four dedicated systems, each designed for a 
specific function. 

System What it stores Example records 
HR System (e.g. 
Breathe) 

A single source for all HR 
related information 
separated by individual 
employee files. 

All employee related records: leave, 
training, payroll inputs, recruitment, 
etc. 

Case Management 
System (e.g. 
Workpro) 

Holds records directly 
linked to the delivery of 
services of core FOI 
business. 

This system would be structured 
around case IDs, with full audit trails, 
permissions, and reporting 
capabilities.  All service delivery 
records including case files, 
decisions, interventions, statutory 
requests and complaints handling.  

Financial System (e.g. 
Sage) 

Financial transaction 
documentation: 

Invoices, bills, receipts, payroll 
records, tax returns and reports 

Document 
management system  

A space for general 
business operations, 
governance 
documentation, 
collaborative working 
space, and internal staff 
information in the form of 
an intranet 

Policies, procedures, project 
documents, governance, general 
collaboration materials 

 

 

 








