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1. Introduction 

The Records Management Framework, or ‘RM Framework’, is a network of Records Officers 

who will support the University in delivering its aims and responsibilities under the Records 

Management Policy.  Through the work of the Records Officers, the RM Framework will 

broadcast all relevant policies and guidance across the University, and support staff in 

following best practice guidance in records management.   

2. Aim 

 

The aim of this policy is to explain the scope and remit of the RM Framework and define the 

responsibilities of the key roles within it. 

 

3. Framework Scope 

 

The RM Framework will operate alongside an annual programme of planned records 

management activities designed to target awareness of best practice.  The Records 

Manager will identify developmental areas in records management and design tailored 

annual programmes each year.  The annual programme will be an academic year cycle. 

 

Records Officers will be introduced at selected schools and departments across the 

University by the Records Manager.  The Records Officer role will be fulfilled by staff 

members alongside their primary roles.  The School Manager or Head of Department is to 

ensure this role is allocated to an appropriate individual who will be a suitable advocate of 

the RM Framework.  

 

The Records Officers will be the link for all records management issues between staff in 

their school or department and the Records Manager, and will enable the University to 

improve its records management practices through better training and awareness. 

  

4. Roles and Responsibilities 

 

a. The Registrar is the head of the Records Management Framework and 

responsible for overseeing all aspects of the Records Management Framework 

and providing final sign off for all policies and guidance. 

 

b. The Records Management Steering Group is responsible for reviewing and 

signing off all policies, guidance and communications that the Records Manager 

proposes. 

 

c. The Records Manager is responsible for the successful management of the 

Framework; planning and delivering the annual records management 

programme, producing and amending all policies, guidance and communications 

and managing the Records Officers.   

 

d. The Records Officers are responsible for disseminating all policy and guidance 

materials provided to them by the Records Manager and for acting as the first 

point of contact for records management issues within their schools and 

departments.  A detailed role profile is provided as in Appendix A to this policy. 

 



 

 

 
 

e. All Managers are responsible for supporting the designated Records Officers 

within their schools and departments and for encouraging best practice in 

records management to all staff. 

 

f. All staff are responsible for adhering to all policies and guidance provided to 

them by The University. 

 

5. Training and Awareness 

All Records Officers will receive initial training to fulfil their roles as Records Officers.  There 

will be a programme of regular meetings with the Records Manager to ensure best practice 

in records management is captured and shared amongst the Records Officers. 

 

The Records Management Framework will also provide a programme of training for all 

University staff to access. 

 

Records Management webpages will be the primary source of information for all staff at the 

University regarding records management and will be updated regularly by the Records 

Manager. 

 

6. Further Information 

For further information about the Records Management Framework please contact the 

Information and Records Manager.  

 

Jennifer Rochfort 

Information and Records Manager 

The University of Nottingham 

 

Jennifer.rochfort@nottingham.ac.uk 
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Appendix A to Records Management Framework Policy 

 

Records Officer Role Profile 

 

Records Management Framework 

Records Officers are an important part of the Records Management Framework at The 

University of Nottingham.  The Framework has been established to: 

1. Raise the profile and understanding of effective records management throughout the 

University and to ensure that good practice is adopted; 

2. Ensure University-wide compliance with key pieces of legislation, such as the Data 

Protection Act 1998 and the Freedom of Information Act 2000; and 

3. Ensure the University’s records management policies are effectively implemented 

and followed in all parts of the University.  

 

Purpose of the Role: 

Records Officers will provide a vital link between the Records Management Steering Group 

and their School or Department.  They will be the nominated point of contact for records 

management in their working areas, and will play an important role in advocating the RM 

Framework and the benefits of good records management practice.   

 

Estimated participation: 2-4 hours per month 

 

 

Main Responsibilities: 

Each Records Officer will be required to: 

 

1. Cascade updated policy and best practice guidance information to their School or 

Department 

2. Provide an initial point of contact for information compliance and records 

management related queries within their School or Department and escalate queries 

or issues raised with the Records Manager  

3. Provide local advice and guidance to staff wishing to deposit records within the 

University Records Storage Facility 

4. Conduct inductions to the RM Framework with new joiners 

5. Provide local support as required in the event of a data breach  

 

In addition, Records Officers are asked to: 

 

1. Attend Records Officers meetings approx. three times per year to receive updates, 

share best practice and raise any issues with the Records Manager 

2. Attend any relevant training and awareness courses as recommended 

 

 

 


