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1. The Public Records (Scotland) Act 2011 
 
The Public Records (Scotland) Act 2011 (the Act) received Royal Assent on 20 April 2011. It is the first new public records 
legislation in Scotland since 1937 and came into force on 1 January 2013. Its primary aim is to promote efficient and accountable 
record keeping by named Scottish public authorities. 
 
The Act has its origins in The Historical Abuse Systemic Review: Residential Schools and Children’s Homes in Scotland 1950-1995 
(The Shaw Report) published in 2007. The Shaw Report recorded how its investigations were hampered by poor recordkeeping 
and found that thousands of records had been created, but were then lost due to an inadequate legislative framework and poor 
records management. Crucially, it demonstrated how former residents of children’s homes were denied access to information about 
their formative years. The Shaw Report demonstrated that management of records in all formats (paper and electronic) is not just a 
bureaucratic process, but central to good governance and should not be ignored. A follow-up review of public records legislation by 
the Keeper of the Records of Scotland (the Keeper) found further evidence of poor records management across the public sector. 
This resulted in the passage of the Act by the Scottish Parliament in March 2011. 
 
The Act requires a named authority to prepare and implement a records management plan (RMP) which must set out proper 
arrangements for the management of its records. A plan must clearly describe the way the authority cares for the records that it 
creates, in any format, whilst carrying out its business activities. The RMP must be agreed with the Keeper and regularly reviewed.  
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2. Progress Update Review (PUR) Mechanism 
 
Under section 5(1) & (2) of the Act the Keeper may only require a review of an authority’s agreed RMP to be undertaken not earlier 
than five years after the date on which the authority’s RMP was last agreed. Regardless of whether an authority has successfully 
achieved its goals identified in its RMP or continues to work towards them, the minimum period of five years before the Keeper can 
require a review of a RMP does not allow for continuous progress to be captured and recognised.  
 
The success of the Act to date is attributable to a large degree to meaningful communication between the Keeper, the Assessment 
Team, and named public authorities. Consultation with Key Contacts has highlighted the desirability of a mechanism to facilitate 
regular, constructive dialogue between stakeholders and the Assessment Team. Many authorities have themselves recognised that 
such regular communication is necessary to keep their agreed plans up to date following inevitable organisational change. 
Following meetings between authorities and the Assessment Team, a reporting mechanism through which progress and local 
initiatives can be acknowledged and reviewed by the Assessment Team was proposed. Key Contacts have expressed the hope 
that through submission of regular updates, the momentum generated by the Act can continue to be sustained at all levels within 
authorities.  
 
The PUR self-assessment review mechanism was developed in collaboration with stakeholders and was formally announced in the 
Keeper’s Annual Report published on 12 August 2016. The completion of the PUR process enables authorities to be credited for 
the progress they are effecting and to receive constructive advice concerning on-going developments. Engaging with this 
mechanism will not only maintain the spirit of the Act by encouraging senior management to recognise the need for good records 
management practices, but will also help authorities comply with their statutory obligation under section 5(1)(a) of the Act to keep 
their RMP under review.  
 
 
 
3. Executive Summary 
 
This Report sets out the findings of the Public Records (Scotland) Act 2011 (the Act) Assessment Team’s consideration of the 
Progress Update Review template submitted for North Ayrshire Council and Licensing Board. The outcome of the assessment and 
relevant feedback can be found under sections 6 – 8.  
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4. Authority Background  
 
North Ayrshire Council is one of 32 council areas in Scotland. It has a population of roughly 136,000 people. It is located in the 
southwest of Scotland, and borders the areas of Inverclyde to the North, Renfrewshire to the Northeast and East Ayrshire and 
South Ayrshire to the east and south respectively. 
 
The area was created in 1996 as a successor to the district of Cunninghame. The council headquarters are located in Irvine, which 
is the largest town. The area also contains the towns of Ardrossan, Beith, Dalry, Kilbirnie, Kilwinning, Largs, Saltcoats, Skelmorlie, 
Stevenston, West Kilbride, as well as the Isle of Arran and the Cumbrae Isles. 
 
North Ayrshire Licensing Board is the statutory licensing authority responsible for all Alcohol and Betting Licences in North Ayrshire. 
The Board is constituted under the Licensing (Scotland) Act 2005 and Gambling Act 2005. 
 
http://www.north-ayrshire.gov.uk/home.aspx 
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plan and that the 
recovery plan 
encompasses vital 
records. However, 
as the submitted 
Business 
Continuity Plan for 
the Chief 
Executive’s 
Service is in a 
‘draft’ state, the 
Keeper is not able 
to consider it. He 
will need to receive 
an authorised 
version to agree 
the evidence part 
of this element. 
 
The Keeper makes 
this agreement on 
the understanding 
that once the 
evidential sample 
has been fully 
signed-off the 
Council will submit 
it to him. 
 

2022/23. There have been 
operational delays due to the 
COVID-19 pandemic.  
 
A Business Continuity 
SharePoint Site has been 
created to: 
 
- Store Business Impact 

Assessments providing 
live view of prioritised 
activities 

- Provide an online 
document site which 
provides a central store 
for all plans (locked down 
with appropriate 
permissions).  

- Services are required to 
keep a local copy of 
plans. A template 
business continuity plan 
is attached. 

- There is an online advice 
and guidance section 
providing information on 
a number of relevant 
issues. 

 
The BCP refers to access to 
data required, which would 
include physical records. 
This can also be listed in the 
‘resource required for 
recovery’ section.  
 
In addition to records 
management disaster 
specialists, the Council 
engages with loss mitigation 

Continuity 
Management Strategy, 
and that there is a 
centralised document 
site where all Business 
Continuity Plans 
pertaining to different 
business areas are 
collated alongside 
Business Impact 
Assessments (in 
addition of a local 
copy). The Team also 
note that the Council 
employs specialists in 
both Records 
Management Disaster, 
and Loss Mitigation. 
 
The tabletop exercises 
can be very helpful in 
testing existing 
arrangements for 
business continuity, 
and the undertaking of 
these should be 
commended. 
 
The Assessment 
Team thanks you for 
providing copies of the 
Harwell Certificate, 
RM Disaster Recovery 
Plan v3.0, and 
Business Continuity 
Plan template (June 
2021). These have 
been received with 
thanks. It is evident 
from this update that 

the Records 
Management 
Business 
Continuity Plan. 
 
A BC exercise for 
the IG Team was 
recently postponed 
due to upcoming 
recruitment. Once 
recruitment is 
complete, the 
exercise will be 
scheduled for early 
2026 to ensure all 
staff are in 
attendance.  
Find attached the 
Harwell 
Restoration 
certificate 
evidencing cover 
for vital paper 
records. This is 
renewed on an 
annual basis. 
 

focus on 
business 
continuity 
through an up-
to-date Strategy 
and Plan. It is 
also positive the 
Council 
considers public 
records in digital 
and analogue 
formats. 
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cyber and IG to 
interact and 
approve cases 
together. 
Procurement now 
liaises with the IG 
team prior to 
contracts being 
awarded to cross 
check all IG & 
Cyber processes 
have been 
approved. 
 

live to manage 
processes for 
information 
governance and 
cyber security 
departments to 
work 
collaboratively. 
 

 
15. Public 
Records Created 
or Held by Third 
Parties 

N/A N/A N/A [Not assessed] The Information Governance 
Procurement Framework 
(IGPF) ensures that 
appropriate clauses are 
embedded into contracts 
when the Council engages 
with third parties to 
process/maintain public 
records on behalf of the local 
authority.  
 
Records Management and 
Data Protection clauses are 
incorporated into the 
Council’s Standard Terms 
and Conditions and are 
supplemented by the Data 
Sharing Agreements detailed 
at Element 14. 
 
Arrangements for the transfer 
and return or secure 
destruction at the termination 
of contract are also included 

The Assessment 
Team thanks North 
Ayrshire Council and 
Licensing Board for 
providing this voluntary 
update on the new 
Element 15 which was 
not part of the 
Keeper’s Assessment 
in 2015 when the RMP 
was agreed. It is 
particularly reassuring 
to hear that the 
Council recognises the 
need for specific 
contractual clauses in 
its agreements with 
third parties in order to 
maintain its 
responsibilities for the 
public records created 
or held by these 
parties. The evidence 
provided is 

No update 
required.  

Update required 
on any change. 
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within the Standard Terms 
(available on the Council’s 
website Procurement 
Conditions of Contract 
(north-ayrshire.gov.uk)).  
 
A Data Protection Schedule 
is included as part of the 
Contract where personal 
data is being processed as 
part of the Services being 
procured. (See Schedule 1 of 
Conditions of Contract).  
 

acknowledged with 
thanks. 
 
The status of this 
Element will remain 
‘N/A’ as no baseline 
RAG-status is in place. 
The update given on 
this Element is 
commendable, 
however, and bodes 
well for the eventual 
RMP resubmission in 
due course. 
 

  



22 
 

A55116252 - NRS - Public Records (Scotland) Act (PRSA) - North Ayrshire Council and Licensing Board - Progress Update Review (PUR) - 2025 Final 

Report - 12 January 2026 

7. The Public Records (Scotland) Act Assessment Team’s Summary 
 
Version 
 
The progress update submission which has been assessed is the one received by the Assessment Team on 25 November 2025. 
The progress update was submitted by , Information Management Officer & Records Manager.  
 
The progress update submission makes it clear that it is a submission for North Ayrshire Council and Licensing Board. 
 
The Assessment Team has reviewed North Ayrshire Council and Licensing Board’s Progress Update submission and agrees that 
the proper record management arrangements outlined by the various elements in the authority’s plan continue to be properly 
considered. The Assessment Team commends this authority’s efforts to keep its Records Management Plan under review. 
 
 
General Comments  
 
North Ayrshire Council and Licensing Board continues to take its records management obligations seriously and is working to 
maintain all elements in full compliance.  
 
Section 5(2) of the Public Records (Scotland) Act 2011 provides the Keeper of the Records of Scotland (the Keeper) with authority 
to revisit an agreed plan only after five years has elapsed since the date of agreement. Section 5(6) allows authorities to revise their 
agreed plan at any time and resubmit this for the Keeper’s agreement. The Act does not require authorities to provide regular 
updates against progress. The Keeper, however, encourages such updates.  
 
The Keeper cannot change the status of elements formally agreed under a voluntary submission, but he can use such submissions 
to indicate how he might now regard this status should the authority choose to resubmit its plan under section (5)(6) of the Act.  
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8. The Public Records (Scotland) Act Assessment Team’s Evaluation 
 
Based on the progress update assessment the Assessment Team considers that North Ayrshire Council and Licensing Board 
continue to take their statutory obligations seriously and are working hard to maintain all the elements of their records management 
arrangements in full compliance with the Act and fulfil the Keeper’s expectations.  
 
The Assessment Team recommends authorities consider publishing PUR assessment reports on their websites as an example of 
continued good practice both within individual authorities and across the sector.  
 
This report follows the Public Records (Scotland) Act Assessment Team’s review carried out by 
 

     
Public Records Officer 




