[image: image1.jpg]



Appraisal report


Appraisal Report

[DEPARTMENT NAME]

[COVERING DATES]

CONTENTS

Executive summary

Background Information

Selection Decisions

Technical Report

Index

Document History

	Draft No
	Date
	Appraisal Stage
	

	1
	
	Department / Agency enters key information. Preliminary ideas expressed for the sort of material Department / Agency wishes to select. Executive summary completed in draft. Draft sent to TNA’s IMC
	

	2
	
	Specific decisions for groups of records have been made and any ‘review’ has been recorded. This must be done through consultation between IMC and DRO but may involve a wider discussion between IMCs. 
	

	3
	
	Final draft. Submission of completed report to Records Decision Panel for approval. 
	


	Approvals


	

	Name
	Role
	Date

	
	IMC
	

	
	DRO
	

	
	Records Decision Panel
	


EXECUTIVE SUMMARY

The Executive Summary should specifically cover those records / papers being selected for the following record / group types:
· High-level Committees

· Policy Files

· Case files 

· Databases/Datasets

· Significant issues to be tracked either through keeping an eye on new databases created or through the electronic equivalent of registered policy files 

· Significant agency programmes as laid down by sponsoring department, with link to Records Collection Policy 

Additional information could cover the following issues. More detailed information on these points could be included in the agency’s Technical report: 

· coverage in committee papers of policy development or information about operational activities

· The extent that publications provide information on the agency and its impact

· The extent that information of historical value is captured in datasets or a set of case files, and selection decisions

· Whether records are published to the website in accordance with relevant guidance. 

· Recurring ‘issues’ or ‘crisis’ events, for example, railway or aircraft accidents, outbreaks of disease, industrial disputes, where the agency’s handling of the situation is likely to be of historical interest
· Scientific or research information that will be selected, and what steps are being have been taken to ensure the preservation of information and its disposition

· Additional material covered by another OSP / Appraisal Report (e.g. OSP 35 Board and Committee minutes)

BACKGROUND INFORMATION

1.1
Name of Agency / NDPB/ Department / Division

A list of agencies (with reference to the type of agency) is available at https://www.gov.uk/government/organisations 

1.2 
Type of agency (do not use if Central Government Department)
	Executive Agency
	Non-Departmental Public Body
	Trading Fund
	Next Steps Agency
	Non-Ministerial bodies 
	Libraries, Museums, Galleries
	Research Councils

	
	
	
	
	
	
	


Check relevant box with ‘x’ or ‘*’. See link under 1.1 

1.3 
Annual budget (do not use if Central Government Department)
Only complete if Executive Agency – this figure (and response for 1.4) can be useful for gauging the importance of the agency.
1.4 
Number of employees (do not use if Central Government Department)
See 1.3.

Indicate here (if known) where a very high proportion of the workforce is doing very routine work e.g. processing driving licences.

1.5 
History of organisation 

This section should include a brief administrative history of the organisation, and should mention any bodies that the organisation succeeded or inherited functions from.

1.6 
Functions, activities, and recordkeeping

This section should briefly summarise the organisation’s statutory duties, with reference to specific legal provisions, what key records are created under these, and how the records are managed. Outline the key functions that the organisation is responsible for (headings), and key activities under each function (bullet points).

See also: Section 2; Selection Decisions
See also: Section 3.2; Technical Report. 
1.7 
Name of the parent or sponsoring department (do not use if Central Government Department)
If none, Minister who lays an annual report before Parliament.

1.8 
Relationship with parent department (do not use if Central Government Department)
Complete section if the agency answers or is responsible to another department or agency:

•
State if any framework document exists 

•
Indicate where the agency has a policy-making role and the nature of that role 

•
Indicate any areas of overlap with the work of the parent department

1.9 
Relationship with other organisations (agencies / NDPBs / departments / other statutory bodies)

Include here any bodies the organisation manages records / information for, and the records that will be selected for permanent preservation.

Indicate where there is overlap with the work of other agencies.

Indicate where statutory / independent committees scrutinise, oversee or monitor the work of the agency (for example, The National Archives’ Advisory Council, Chemical Regulations Directorate’s Pesticides Advisory Committee).

Include any bodies the organisation manages records / information for, and the records that will be selected for permanent preservation.

SELECTION DECISIONS

2.1 Areas of Policy Work undertaken in the organisation
Describe the nature of policy work (using the categorisation of policy work outlined in How to compile an Appraisal Report) that will be selected for permanent preservation (link decision to Records Collection Policy). Covers both paper and electronic information.

The policy work should be described using the key functions outlined in section 1.6 as headings, and the policy work as bullet points.

Include references to any records that have been transferred to The National Archives in the past.

See also:  Section 3.2 and 3.6 of the Technical Report.

2.2 Areas of High-level Operational Work undertaken in the organisation
Describe the nature of any high-level operational work (using the categorisation of policy work outlined in How to compile an Appraisal Report) that will be selected for permanent preservation (link decision to Records Collection Policy). Covers both paper and electronic information.

The operational work should be described using the key functions outlined in section 1.6 as headings, and the operational work as bullet points.

Include references to any records that have been transferred to The National Archives in the past.

See also:  Section 3.7 of the Technical Report.

2.3 Hybrid or Electronic Datasets / Business Systems
Describe the function or activity that the system manages and documents, and why it is being selected for permanent preservation (link decision to Records Collection Policy).

Include references to any records that have been transferred to The National Archives in the past.

See also:  Section 3.3 of the Technical Report.

TECHNICAL REPORT:
ANALYSIS OF RECORDS PRODUCED
3.1 
Committee structure within the agency or parent department, including statutory committees directing the work of the organisation 

Table 3. 1: Key committees

Only list committees related to core statutory duties, high-level governance, and key technical / advisory roles.

Project Boards should be captured under section 3.6.

See further guidance in OSP 35 – Board and Committee records.

	Name of committee
	Terms of reference
	Select?

Yes / No
	Reasons for selection / non-selection, including comments on the quality of information

	
	[Brief summary of role / purpose] 
	
	[Indicate here whether high-level governance, or low-level advisory.]

[Indicate whether: records are kept as paper, electronic, hybrid; papers are published on internet]

	
	
	
	

	
	
	
	


3.2 Core / statutory functions and activities 

Table: Core / statutory functions and activities performed and records created
	1.

Function / Activity
	2.

Record/s that document  function / activity
	3.

Record creator / owner
	4.

Reason for record creation                   (e.g. statutory requirement)
	5.

Information on how records are registered, managed or arranged (volume created each year if known)
	6.

SelectionYes/No
	7.

Reasons for selection / non-selection     (refer to criteria within Records Collection Policy)

	
	
	[Identify the business unit that created the record, and the current owner (if different from creator[
	
	[If a special format, include under 3.3. If Publications, include further information under 3.4].
	
	

	
	
	
	
	
	
	


3.3 Information in Special formats and systems
This section should provide information on any record series which is not in a standard file format. Examples include

· Physical Maps / Plans

· Databases / EDRM systems

· Audio Visual (Analog or digital film and sound, or other specialised visual material e.g. glass-plate negative)

· Electronic Servers

· Datasets

· Geographic Information Systems

Table: Special formats

	1.

Description 
	2.

Owner / Creator of series
	3.

Format of record (include how record / series is being managed)
	4.

Volume of series (current size and volume generated each year)
	5.

Selection Yes/ No
	6.

Reasons for selection / non-selection               (refer to criteria within Records Collection Policy)

	
	
	[Indicate here, if applicable, the system that manages the record (including version, software) and if the system is accessible online (encrypted/ password protected/open). 
For datasets and Geographical Information Systems, the existence of supporting material such as information on why and how the data was collected/create.
For records published on the Internet, indicate that they have been published in such a ways that allows for use/reuse and can be captured through the UK Government Web Archive.] 
	[Indicate here, as applicable, metres, number of files, gigabytes]
	
	

	
	
	
	
	
	


3.4 Publications

This section should provide information (if relevant) on the extent that publications provide information on the agency and its impact, and any publications (internal and external) that are to be selected for transfer to The National Archives.

In most cases, publications will be forwarded to the British Library and other appropriate collecting institutions or be captured within the UK Government Web Archive, if published on your website. Any unpublished reports or internal publications, and the rationale for selection, should be documented here.

3.5 Scientific and research records 

This section should provide information on the nature of any records with scientific data which are produced by the organisation, the value to the organisation, the rational for selection or non-selection, and the steps that are being taken to ensure the preservation of the information and its disposition.

3.6 Significant issues and events 

	Year
	Description
	Selection Criteria

	yyyy
	Indicate here name of event, issue, legislation, white paper, Inquiries

e.g. October: White Paper Children come first (OSP 5)
	Link to Records Collection Policy

e.g. 3.1.1 - records illustrative of the process of developing government policy and legislation

	
	
	

	
	
	


3.7 Internal Administration 

This section should provide a brief summary on what records (if any) are being selected under OSP 38 – internal administration, and other relevant OSPs e.g. OSP15 – central government expenditure; OSP17 – Built Environment (estate records). 

4. Additional information and follow-up 
4.1 Additional Checks – see section 4.1 of the Guidance
OSPs

Quality of committee minutes and papers

Nature of documents included in any case files selected and the sort of information provided. 

Location and provenance of records identified

Relationship with paper records, and with records published on websites especially in any hybrid situation

4.2 Implications of this report for the selection of records held in related departments / agencies – see section 4.2 of the Guidance
4.3 Implications of the report for the review and selection of paper records relating to the functions covered here – see section 4.3 of the Guidance
4.4 Follow-up – see section 4.4 of the Guidance
Attachments
Include here (if required, or if it will assist in future reviews) review sheets outlining those files and folders (prefix/classification level) that will be selected (see section 2.1 of the Guidance).
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