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7. Information

What these standards cover

These standards cover:

· the receiving, recording, storage, maintenance and distribution of information used by LMAs in the course of their work

· the use of information and communications technology (ICT). ICT includes computers, telephones, faxes, email and the internet.

Note: The standards for information are closely linked to the standards for financial management, planning and policy development and measuring performance.

7. Information

The LMA has effective systems for receiving, recording, storing, maintaining and disseminating information essential to its work, services and planned actions.

Level 1 (minimum requirements)

Examples of evidence that show the LMA is meeting the standard
Not met
Part met
Fully met
Evidence from LMA and any further comments or areas for action

7.1.1.1 The LMA maintains up-to-date and complete copies of its constitution and relevant policies and these are accessible to anyone who wants or needs them.

· constitution 

· policies and procedures

· examples of where policies are kept and how people are informed on access
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.1.1.2 Records that are kept on workers, service users, suppliers and trustees are relevant, accurate, up to date and kept secure (see also standard 11.4).
· examples of how records are kept


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.1.1.3 There is a clear and efficient procedure for managing and maintaining records, files and information which meets the requirements of Data Protection legislation. Paper-based and electronic information is regularly and appropriately destroyed or archived.
· written procedure for maintaining records

· record of actions taken to archive and destroy information


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.1.1.4 The LMA provides information on its activities, performance and achievements to service users and other stakeholders. This includes the publication of an annual report that includes a statement on benefit to the public.
· notices, newsletters, posters, etc

· examples of presentations, conferences, events, etc 

· most current copy of annual report


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.1.1.5 Key meetings (eg trustee, management, etc) are minuted, appropriately circulated and filed.
· minutes of meetings

· circulation checklist

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.1.1.6 The LMA has an agreed practice for responding to external enquiries.


· explanation of how external enquiries are responded to

· confirmation from staff
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

Level 2 – Information

Examples of evidence that show the LMA is meeting the standard
Not met
Part met
Fully met
Evidence from LMA and any further comments or areas for action

7.1.2.1 The LMA has a communication and information policy. This includes procedures on document and information storage, maintenance, communication, accessibility, protection, use, review, updating, archiving and destruction.
· written communication and information policy with last review dated




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

Level 3 – Information

Examples of evidence that show the LMA is meeting the standard
Not met
Part met
Fully met
Evidence from LMA and any further comments or areas for action

7.1.3.1 The LMA maintains an accessible internal information service that provides stakeholders, including service users, with information on current activities, policies, procedures, knowledge and other data available in the organisation.


· notices, leaflets, articles in newsletters that cover the range of information available in the organisation

· leaflets and notices explaining how to access information

· examples of presentations, events, etc that give information about organisation
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2  Standard for information and communications technology

Level 1 (minimum requirements)

Examples of evidence that show the LMA is meeting the standard
Not met
Part met
Fully met
Evidence from LMA and any further comments or areas for action

7.2.1.1 The use of ICT contributes to effective and efficient running of the organisation and there is appropriate use of computerised information systems.
· databases, administrative systems that use ICT

· examples of how LMA has used its ICT

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.1.2 Workers are supported with understanding ICT and given ICT training relevant to their job.
· record of ICT training

· confirmation from workers 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.1.3 All information stored electronically is backed up.


· Backup files dated

· Backup policy

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.1.4 Directories and files on computers are logical and coherent.


· examples of directories kept on computer

· examples of filing systems
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.1.5 Planning incorporates the impact of new technology for workers and service users.


· record of meetings/consultations (trustee, management, workers, service user) about technology  needs

· examples of how outcomes from meetings have influenced planning 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.1.6 Service users are supported to access ICT training and guidance where a need has been identified.


· feedback from service users

· examples of training opportunities

· ICT needs stated in training and development plans

· examples of activities
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

Level 2 – Standard for information and communications technology
Examples of evidence that show the LMA is meeting the standard
Not met
Part met
Fully met
Evidence from LMA and any further comments or areas for action

7.2.2.1 The LMA has an up-to-date ICT

policy.
· written ICT policy with last review dated

· record of budgets for ICT

· record of email and internet

· examples of how internet and email is used

· record of ICT off-site storage

· examples of how ICT is used by the LMA
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.2.2 There is a purchasing policy specifically covering ICT.

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.2.3 The LMA has its own e-mail and internet access.

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.2.4 There is a full off-site back up for all stored information.

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

Level 3 – Standard for information and communications technology
Examples of evidence that show the LMA is meeting the standard
Not met
Part met
Fully met
Evidence from LMA and any further comments or areas for action

7.2.3.1 Policies, procedures and management information are accessed via personal computers.

· examples and records of how policies etc are accessed on personal computers

· examples of use of access
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

7.2.3.2 Information management and ICT are built in to strategic and business plans.

· record of information management and ICT in strategic plans and business plans
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Type here

Extra evidence/comments/areas of special interest

Type here
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Don’t lose your work. Please save (Ctrl + S) your work regularly.


