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Preface
Welcome to this Recordkeeping Training program which is modelled on the PARBICA’s (Pacific Regional Branch of the International Council on Archives) Recordkeeping for Good Governance Toolkit Guideline 11: Training Pacific Island Government Officers in using PARBICA’s Toolkit, Train the Trainer Guideline. The PARBICA Train the Trainer Guideline was itself modelled on that of the International Council on Archives (ICA)
Why a Recordkeeping Training Program?

This Training Program has been developed to train government personnel who handle records to understand what records your organisation is creating, generating, receiving and keeping and how to manage these from the time of their creation to when they must be disposed of, either by destruction for those records which are no longer of any value to the organisation or for transfer to secondary storage or an archival storage facility of those records of enduring value.

Managing information and in particular records, is a full time job requiring qualified staff who possess an aptitude of both technical and intellectual scientific curiosity and mind as well as interest since the task requires management as well as the capacity to think and make logical decisions relating to the organising and structuring of information contained in the records so that information is thus logically stored and can be easily found or retrieved.

Top management should view managing of records as among its top or priority operational service areas of their organisations.

Who is this Recordkeeping Training Program for?

This Training Program has been developed with the following audience in mind:

· Officers and or individuals, who actually create, manage and handle records in their line of duty, records clerks, officers and executive assistants etc

· Managers of sections and or organisations whose responsibility is to ensure information is efficiently managed for the overall effective management of their organisation

· Managers of organisations who are responsible for accountability, transparency and good governance in their respective organisations.
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· Johnson, M. M and Kallaus, F. N., 1982. Records Management (3rd edition) South Western Publishing Co. Ohio.
· Kennedy, J. & Schauder, C. 1998. Records Management, a guide to Corporate Recordkeeping, (2nd edition) Addison Wesley Longman,  Australia
· National Archives of Australia, Disposal Schedule
How to use this Training Program
This Training Program has two major aims: 

1. For training and learning purposes. 
This Program contains Lessons with objectives and outputs or activities to be completed. The intention is for a Trainer to take recordkeeping personnel through each lesson at the end of which certain recordkeeping activities must be completed by officers before proceeding to the next lesson.

2. For production of recordkeeping tools by recordkeeping officers. 
As referred to above, at the end of each lesson, there are activities consisting of Staff Projects for staff to complete. Some of the activities or projects will require only 30 minutes while some may require 1-2 weeks to complete. It is very important that all activities and projects be completed 
The objective of completing the activities and projects is to provide an opportunity for recordkeeping personnel to produce similar and simplified recordkeeping tools for use in their respective agencies.
Government departments, organisations, agencies, statutory bodies and entities are encouraged to utilise this Training Program to train government officers to manage government records in their jurisdictions and care.
This Training Program is presented as a guide; however, Trainers are encouraged to modify it to suit their organisations training needs and plans. It is strongly recommended however, that it be used for the purpose of training recordkeeping personnel with the long term view for recordkeeping officers to produce recordkeeping tools to enhance their work.

Tukul Walla Kaiku
Information and Communication Science Strand, School of Humanities and Social Sciences, University of Papua New Guinea

January 2010.
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Lesson1: 
Introducing the Training Program
Objectives

By the end of the lesson you should be able to

· Freely express yourself and your expectations of the training program
· Converse and communicate freely with your colleagues
· Have an idea of the aim and sequence of the training program.

Aim of Training Program

The aim of this training program is for training officers to work with recordkeeping personnel to

· Learn and use the PARBICA Recordkeeping Toolkit including a wide range of other recordkeeping tools 
· Develop recordkeeping tools for use in their respective organisations.
This training program is tailored to be used by both the trainer and learner. It is intended for use by training officers of government departments who based on a training schedule call up their records management officers and work through each lesson with the officers.

 Content of training program
This training program is divided into lessons consisting of activities to allow for each of the PARBICA Recordkeeping tools and others to be introduced, applied and used and then modified for use in respective Public Service organisations. The lessons are as follows:

1. Introducing the Training Program 

2. What are records?

3. Principles of records and archives care

4. Purpose and Functions of Records

5. Recordkeeping Control Points

6. The PARBICA Recordkeeping Toolkit

7. Using the Brochure and Poster

8. Using PARBICA Introduction

9. Using Guideline 1: Recordkeeping Capacity Checklist

10. Using Guideline 2: Identifying Recordkeeping Requirements

11. Using Guideline 3: Model Recordkeeping Policy

12. Using Guideline 4: Administrative Record Plan
13. Using Guideline 5: Adapting and Implementing the PARBICA Administrative Record Plan

14. Using Guideline 6: Record Plan for core function records

15. Using Guideline 7: Disposal Schedule for Common administrative functions

16. Using Guideline 8: Implementing the Disposal Schedule for Common administrative functions 

17. Using Guideline 9: Adapting the Disposal Schedule for Common Administrative Functions

18. Using Guideline 10: Starting an Appraisal Programme

19. Adapting records creation and receipt control documentations 

20. Adapting records storage control documentations 

21. Adapting records use and access control documentations

22. Adapting records maintenance programmes control documentations

23. Adapting records disposal control documentations

24. Review and evaluation of Training outputs and outcomes

Outputs and Outcomes of training program
By the end of the training program, training officers and recordkeeping personnel should be able to;

· Conduct and undergo recordkeeping training program in your respective organisations  

· Develop and produce an inventory listing of all the current records your organisation or office has and has created and is creating (No guideline in place)

· Develop and produce a listing or inventory of the legislative and or other recordkeeping requirements of your organisation (PARBICA Guideline 2: Identifying Recordkeeping Requirements)

· Develop and produce a listing of all the legislations and other Literature references of your organisation relating to management of records (No guideline in place)

· Develop and produce a Record Plan of the Common Administrative Function Records for your organisation  (PARBICA Guideline 4: Administrative Record Plan [for common Administrative Records] and Guideline 5: Adapting and Implementing the PARBICA Administrative Record Plan)

· Develop and produce a Record Plan of the Core Function Records for your organisation (PARBICA Guideline 6: Core Function Record Plan)

· Develop and produce a Retention and Disposal Schedule of Common Administrative Function Records or your organisation

(PARBICA Guideline 7: Disposal Schedule for Common Administrative Functions, Guideline 8: Implementing the Disposal Schedule for Common Administrative Functions and Guideline 9: Adapting the Disposal Schedule for Common Administrative Functions)

· Develop and produce a Retention and Disposal schedule of Core Function Records for your organisation

· Develop and produce Records Control Documentations for control of records in your organisation

Risks

The risks this training program may encounter include’;
· Lack of support from management

· Lack of scheduled in-housing training

· Low priority to training in recordkeeping

· Lack of staff and or interest by recordkeeping staff

· Lack of support external structures and processes such as records storage facility

· Lack of qualified staff in the area of recordkeeping

Benefits of training program
The benefits to be derived from this training program include:

· The  opportunity to have a thorough understanding and knowledge of what records your organisation is creating, generating and receiving, the purpose for which records are created and why it is important to effectively manage records.
· Satisfactory avoidance of ad hoc management of your organisations records

· Intellectual and technical expertise to control, manage and organise  records in their proper functional context

· Better and systematic management of records which will allow for efficient and effective control of the records from their creation and receipt to their disposal.

Activity 1: Interviews and Introductions
This is a 30 minute exercise or activity

1.  Trainer organises Learners into groups of two and ensure each learner gets a partner, someone you do not know very well. First person will take 5 minutes to interview your partner. Then the second person will take 5 minutes to interview your partner. The following questions should be answered to help the discussion:
· What is your name

· What is the name of your organisation/agency or office 
· What type of work do you do and how long your have worked for your organisation
· What recordkeeping training have you attended before

· What is your definition of recordkeeping
· What is your favourite food

· What is your choice place for a holiday

· What is the most important single thing you want to get out of the training workshop

2. Reporting back

You will introduce the person you interviewed to the rest of the group
Lesson 2: What are Records?

Objective

By the end of the lesson, you should be able to

· Explain the difference between records, documents and archives
· Explain the formats in which records exist in

The aim of this lesson is to:

·  Introduce you to what ‘records’, ‘documents’ and ‘archives’ are
· Provide you with an overview of the formats in which records exist in.

Methodology

Trainer and learners go through the following together

What are records?

The International Records Management Trust & International Council on Archives, 1999) define ‘records’ as 

all the matters of documentation regardless of form or medium created, received, maintained and used by an organisation (public or private) or an individual in pursuance of legal obligations or in the transaction of business, of which it forms a part or provides evidence. 

For our purpose, records are bodies, mediums or formats on which information about ideas and thoughts, conversations, messages, legal dealings, social, business, religious, political, administrative, educational, financial, scientific and other human activities and transactions are imprinted or captured onto.

Types or formats of Records

The following are examples of bodies or forms of records:
1. Paper-based records. 

Paper-based records refer to the material (paper in this case) on which information has been imprinted or captured on. Examples of paper-based records include: correspondence,

letter forms, minutes, reports and memoranda which may normally be filed systematically. Others include; ledgers, photographic prints,  cards, registers, notebooks, appointment diaries and other volumes, or they may be in the form of maps and plans (cartographic records), architectural and engineering drawings, pictures (iconographic records) or computer printouts.  
Such records may be handwritten (manuscript), hand-drawn, typed (typescript) or printed.
2. Microfilm records. 

Microfilm records are records which have been captured onto film. Examples of such records include; roll microfilm, microfiche or Computer output microfiche (COM) formats (microforms), film reels, photographic negatives and microfiche and x-ray films etc.

3. Electronic records.

Electronic records also known as digital records are those records (mediums, formats) which require such devices as a computer, TV or mobile phone to process and read information imprinted and stored in them. Examples of electronic or digital records include; 
· Documents created using desktop applications (e.g., word processing, spreadsheets). 

· Compact Disks (CDs), DVDs, Diskettes, Flash Drives etc

· E-mail – messages transmitted over any electronic mail communications system. 

· Databases – electronic information systems that automate business functions and contain a collection of data that can be manipulated. The information is dynamic and often used to support more than one group of records. 

· Web sites – the software used to maintain the sites, the content on the sites, records concerning management of the site, and backend systems that are not covered by other schedules. 

· Instant messages (IM) – the exchange of messages between two or more people in real-time through the use of a specialized software application (e.g., Lotus Sametime). 

· Digital images – images taken with a digital camera or scanned from an original document or screened and televised on TV
· Information contained on personal digital assistants (PDAs)

4. Audio based records.

Audio based records are those formats which capture sounds such as voices etc. Examples of such devices include; sound recording devices such as tapes, disks and audiovisual machines which capture moving images on film or video such as audio tapes etc.

5. Video-based records.

Examples include video tapes which contain images and sounds.

6. Three-dimensional models.

Examples of such records include; artistic works such as paintings, rock art, wooden images, scientific specimens or other objects, or a combination of any of the above formats in electronic form (multi-media)

What is a Document?

 According to the Commonwealth of Australia (1995, section 47), the term ‘document’ is defined as any ‘record or information’, and includes:

(a) anything on which there is writing; or

(b) anything on which there are marks, figures, symbols or perforations having a meaning for persons qualified to interpret them; or

(c) anything from which sounds, images or writings can be reproduced with or without the aid of anything else; or

(d) a map, plan, drawing or photograph 
Types of documents

The International Records Management Trust & International Council on Archives, explain that many documents are forms of correspondence such as: letters, memos and faxes which are specifically created for the purpose of such being to communicate information from one party to another. 

The following are examples of documents:

1. 
mail, in paper form, received or despatched through the post or through an organisation’s internal mail system or through private courier services and by hand

2. 
other forms of communication, such as telegrams and telexes, fax (facsimile transmissions), electronic mail (e-mail), networked electronic information (such as documents retrieved via the Internet)

3. 
internally generated and circulated material, such as reports, circulars and directives,

4. forms, memoranda and other internal documents, committee minutes and papers.

It is important that organisations efficiently and effectively manage, handle and file their documents.  Misplaced or unrecorded evidence can impair business efficiency, waste staff time, damage accountability and expose the organisation to risk, for example, when disputes or litigation arise.

What are Archives?
When records are no longer required to be kept by an organisation or government department for every day operations one option is to destroy them. However, those records that have enduring value should be transferred to an archival institution where they assume a new name – ‘archive’.

The word ‘archive’ means a record that has been selected for preservation because of its value as long-term evidence of an organisation’s actions and decisions and or for administrative, legal and or historical and educational value. ‘Archive’ can also mean the building in which the records that have long-term value are kept. A third meaning of the word ‘archive’ is in reference to the agency managing an archival institution with the  and which is responsible for the selection, preservation, documentation and making available of archival material.

Activity – Group Discussion

This activity should be timed to 1 hour in duration.

5. The trainer will ensure the learners are divided into groups to answer the questions. Each group can answer the questions as they are or each question may be assigned to two persons which mean, learners are divided into 5 groups. For the first 30 minutes, learners answer the following questions:

· What is your definition of records
· Explain the difference between documents and records
· What is your definition of archives

· Discuss the statement; ‘ Archives are new records’
· List the types of formats in which the records of your organisation or office exist in.

6. Reporting back

For the next 30 minutes, learners present their answers to the rest of the group
Lesson 3: Purpose and Functions of Records

Objective

By the end of the lesson, you should be able to

· 
Explain  the functions for which records, documents and archives are created

· 
Identify the variety and types of records being created and received in your organisation and agency
The aim of this lesson is to:

· Provide you with an overview of what administrative function records and core function records are all about including some examples of ‘administrative functions’ records and ‘core functions’ records.
Methodology

Trainer and learners go through the following together

Purpose and functions of records

Records do not just appear out of the blue. Rather, they are created for a certain reason or purpose. Organisations and individuals create records not only for communication and proof or evidential and protection purposes but also for use to accomplish or carry out their administrative as well as core business functions and operations. 

It is common knowledge that, information and or ideas coming out of people’s minds for instance say during meetings cannot be contained or retained in the minds and memories of persons, hence, records where such information is captured onto.

So in essence, records are created to fulfil certain purposes and functions relating to the existence of an organisation.  There are two major primary functional service areas for which records are created. These primary functional service areas are; administrative functions and core functions.
1. Administrative functions

Administrative functions for which records are created to serve refers to the administrative functions of an organisation. Common administrative functions include functions such as; 

· asset and resources management

· external relations

· financial management

· general office management

· Information management.
· personnel and establishment 

· strategic management 

Administrative records

Administrative records are those records which have been created to document administrative functions and transactions relating to; management of finances or financial management, personnel management and information systems performed by government offices.
Administrative records also refer to those records relating to management in general including management processes and systems and structures such as; Committees, Agreements, contract management, public information services, information and privacy, records management services, legal opinions etc.

Examples of ‘administrative function’ records

Administrative records can be on microfilm, diskettes, magnetic tape, electronic data processing records, and or audio tapes. Your organisation will definitely have ‘administrative function’ records; however, below are some examples provided as examples.

1. Financial Records
	· Accounts payables

	· Authorisation to Sign Cheques
	· Cash Flow

	· Check registers 
	· Drafts Estimates
	· Expenditure/Income Statements 

	· Invoice Order Books
	· Minor Equipment Files
	· Original Journal or Budget Entries

	· Pay Record Cards
	· Payments
	· Paysheets 

	· Payslips 
	· Purchase orders
	· Receipt Books

	· Reconciliation Statements
	· Releases 
	· Requisition Books

	· Schedule of Accounts 
	· Travel expenses
	· Travelling Diaries

	· Vouchers 
	· Warrants 
	


2.
General Administration Records

	· Accommodation 
	· Acquisitions 
	· Communication/Public Relations info on invitations, complaints, newsletter, donations, visits

	· Complaints 
	· Contract documents 
	· Correspondence Registers (incoming and outgoing)

	· General Circulars 
	· Minutes of Meeting 
	· Policy 

	· Publications: documents produced by the organization e.g. journals, newsletters
	· Tender documents (Registers/Files)
	


 3.
Office Management Function Records

	· Approval to purchase  
	· Contract books  
	· Fuel & Oil books  

	· Inventory files  
	· Log books  
	· Quotations  

	· Requisition books 
	· Third copy
	


4.
Human Resources Management

	· Application for Employment  
	· Attendance Registers 
	· Establishment books  

	· General including vacancies/Circular files
	· Job Descriptions  
	· Minutes of Meetings  

	· Personal files  
	· Policy files  
	· Return of Personnel  

	· Third copy file  
	· Unpunctuality Reports  
	


5.
Audit Records

	· Bank Reconciliation
	· Financial Statements
	· Investigations

	· Reports and Queries
	
	


6.
Project unit 

	· Cabinet Notes/Minutes 
	· Development Programme projects
	· Draft Estimates of projects

	· Investigative Reports 
	· Reports re Development Programme projects
	


7. Training

	· Application for courses 

	· Report on courses attended 

	· Training Booklets and Pamphlets  

	· Training plan  
	
	


Activity: Group Work

This activity should be timed for 2 hours. Alternatively, a morning can be devoted for the conduct of this lesson. The idea is for the learners to compile a list which will be used in later lessons in this training program

· Firstly, brainstorm and compile a list of ‘administrative function’ records which your organisation or office is creating and receiving. 
· Then organise the records into administrative function groups.
· Now compile a 5 column table or an inventory of the types of ‘administrative functions’ performed by your agency and the records which your office creates, receives and keeps. Below is a sample table to guide you.
	No.
	Function
	Records Series
	Title
	Formats
	Office of Origin

	1
	Financial Management
	Payroll
	Pay Record Cards
	Paper/

Microfilm
	Personnel & Salaries Office


The Inventory List of the ‘administrative functions’ records being created and received by your office or organisation that you produce should become a documentation for your reference and use. Ensure your management is made aware of this documentation.
· Reporting back

For the next 30 minutes, learners present their answers to the rest of the group

Core functions.

Core functions refers to those functions for which an organisation or agency has been established or set up by law or some other decree to perform. 
An example is that of the function of Conducting of elections which only the Electoral Commission is responsible for carrying out and or the Issuing of mining licences which only a Ministry in charge of mining and or mineral resources functions is responsible for carrying out and which no other agency or organisation has been given the responsibility to do so. Likewise, only the Ministry of Justice manages courts.

Core functions and administrative functions

It is important to note that what would otherwise be ‘administrative functions’ for other organisations can also be ‘core functions’ for other agencies, institutions or organisations.

For example:

· Asset and Resources Management administrative function for all other agency is for the administrative purpose of managing of such assets as; buildings, vehicles, transport, furniture and so on. As a Core function, however, only a Ministry such as the Ministry and Department of Transport will have Transportation as its core function 

· External Relations for other agencies relating to dealings with other agencies maybe an administrative function for most other agencies, however, for the Ministry and Department responsible for Foreign Affairs matters, the function of External Relations becomes a core function in relation to official relations with other governments.

· Financial Management for most other agencies will be an administrative function, however, for the Ministry and Department responsible for Finances, Financial Management is a core function

· Information Management likewise will be an administrative function for most agencies, however, Information Management in relation to management of the National Library and or National Archives are core functions for such agencies.

Core function and administrative function

It is highly recommended that you be alert to such instances as:

· Financial Management as a core function for the Ministry and Department responsible for Finances. This function can also be called upon to be an administrative function within the Department of Finance for instance where each office or division or branch or agency and or section of the greater Ministry and or department of Finance perform such functions for administrative purposes and operations of such offices etc.

· Information Management as a core function of a Library and or Archival institution is another example, where a mini administrative library of reference sources will be required to be implemented as an information management function also.

· The use of functions such as Reporting, Audit, Policy and so on. These functions as will be used under certain functions to ensure, information is captured for each function.

Examples of ‘core function’ records

Core function records can be on microfilm, diskettes, magnetic tape, electronic data processing records, and or audio tapes. Your organisation will definitely have ‘core function’ records; however, below are some examples.

The example below is that of Electoral Commission core function records. Notice the core function areas and the types of areas records will be created for. 

1. Elections, Ballots and Referendums

	· Advice on Election matters
	· Agreements 

	· Appeals (decisions)
	· Audit 

	· Community Liaison 
	· Conferences 

	· Contracting-out 
	· Disputed Returns 

	· Election Arrangements 
	· Electoral Personnel 

	· Enquiries
	· Equipment and Material

	· Information Services
	· Meetings 

	· Nominations 
	· Planning Records

	· Policy
	· Post Election Operations 

	· Procedures
	· Reporting 

	· Research
	· Reviewing

	· Rules 
	· Scanning

	· Scrutiny
	· Tendering

	· Writs
	


2. Electoral Information and Education

	· Evaluation
	· Exhibitions 

	· Joint Ventures
	· Marketing

	· Media Relations
	· Planning 

	· Program Delivery 
	· Reporting 

	· Research
	· Reviewing

	· Visits and Events
	


3. Funding
	· Information Access 
	· Investigations

	· Media Appraisals
	· Returns Management


4. International Electoral Services

	· Advice 
	· Agency Liaison  

	· Agreements
	· Capacity Building 

	· Conferences
	· Electoral Assistance 

	· Evaluation
	· Meetings 

	· Training Programs
	· Visitor Programs


5. Party Registration

	· Advice
	· Appeals (decisions) 

	· Application Processing 
	· Audit

	· Deregistration 
	· Enquiries

	· Media Appraisals 
	· Registration

	· Registration Review
	


6. Redistribution

	· Advice
	· Agreements 

	· Audit 
	· Committees 

	· Determinations 
	· Enquiries

	· Hearings
	· Implementation 

	· Information Access 
	· Objections and Suggestions

	· Planning
	


7. Roll Management

	· Advice 
	· Agreements 

	· Appeals (decisions)
	· Audit

	· Committees 
	· Conferences 

	· Contracting-out
	· Enrolment 

	· Implementation 
	· Information Access 

	· Joint Roll Arrangements
	· Meetings 

	· Objections and Suggestions
	· Planning 

	· Product Services
	· Roll Review 


 Source: National Archives of Australia – Records Disposal Authority – Australian Electoral Commission 26 October 2005

Activity: Group Work

This activity should be timed for 2 hours. Alternatively, a morning can be devoted for the conduct of this lesson. The idea is for the learners to compile a list which will be used in later lessons in this training program
1. Brainstorm and compile a list of ‘core functions’ records which your organisation or office is creating and receiving.

2. Then organise the records into ‘core functions’ records groups.

3. Now compile a 5 column table or an inventory of the types of ‘core functions’ performed by your agency and the records which your office creates, receives and keeps. Below is a sample table to guide you.

	No.
	Function
	Records Series
	Title
	Formats
	Office of Origin

	1
	Elections, Ballots and Referendums
	Acquisitions, Quotes, Orders, Invoices
	Quotes 
	Paper
	Finance and Administration Office


The Inventory List of the ‘core functions’ records being created and received by your office or organisation that you produce should become a documentation for your reference and use. Ensure your management is made aware of this documentation.
4. Reporting back

For the next 30 minutes, learners present their answers to the rest of the group

Lesson 4: The Four Principles of Records and Archives Care

Objective

By the end of the lesson, you should be able to

· Explain what each of the four principles of records and archives care are

The aim of this lesson is to:

· Introduce you to the four principles of records and archives care

Methodology

Trainer and learners go through the following together

World wide, the care of records and archives is in line with four principles that govern the care of records and archives.  These principles are:



1. Respect des fonds  
Respect des fonds is a French term defined simply as ‘respect for the creator of the records.’ This principle provides that records must be kept together according to the organisation, agency, division or office responsible for their creation or accumulation

This principle has two related concepts: provenance and original order.  

Provenance refers to the ‘office of origin’ of the records while original order refers to the order and organisation and classification system which the documents were created or stored by that office of origin. 
The principle of respect des fonds allows for knowing who created or used a record, and where, when and why the records were created. These details provide the key to storage, access and retrieval of the record.    

The principle or respect des fonds require that records managers and archivists observe the following guidelines:

· Records of separate agencies, organisations, branches, offices, sections etc must be managed separately, even if the agencies in question were involved with similar activities or were managed by the same people.  Records of two separate agencies or organisations should not be combined. Likewise, private records of individuals must not be integrated, even if the individuals were related or experienced the same events.
· Records must be maintained according to their ‘original order’: i.e., according to the filing, classification and retrieval methods established by the organisation as part of their records management programme.  Records offices and records centres must create, maintain and store records according to logical and well structured records management procedures.  Archival institutions must not change the original order in which records were received, as that order reflects the way in which the records were created and used.
· Public archival repositories should receive government records in a clear and usable original order and the contents of the files clearly identified and listed.  In the event that records are received in an identifiable order, the archival institution should not reorganise records by subject, date or medium of material.

Activity – Group Discussion

This activity should be timed to 30 minutes in duration.
1. The trainer will ensure the learners are divided into groups to answer the questions. For the first 15 minutes, learners answer the following questions:

a) What is the definition of ‘respect des fonds?’

b) Write down your ideas about the benefits and drawbacks of organising and maintaining records according to the following methods:

· By the date the records were created

· By the subject of the records

· By the type of record (photograph, map, letter)

c) What guidelines must records and archives managers follow to respect the concepts of provenance and original order.

d) Explain why records and archives managers must be involved with records from their point of creation in order to respect the concepts of provenance and original order.

e) What two terms are associated with the concept of ‘respect des fonds and what do they stress?’

2. Reporting back

For the next 15 minutes, learners present their answers to the rest of the group
2. Levels of Arrangement Principle

This principle is related to the principle of respect des fonds. Archival International standard ensures that records should be arranged in levels and categories according to hierarchy, allowing records to be managed as groups rather than individual items. The hierarchical levels for the purpose of managing records and later archives are as follows:

Group: The creating organization or agency, the highest level pertaining to the office of origin of the records of an organization for the purpose of arrangement and description of records and archives. In creating and organising records, the organization must always be regarded as the creating agency. 

Subgroup: The offices, divisions, branches, sections or units and in some contexts institutions of a greater organization who actually create, generate and receive records in fulfilling their functional roles and responsibilities. This level allows for discrete subdivision for the arrangement of records and archives below the level of the group or organization. These are unusually subordinate administrative units within the organizations organisational structure.

Series: The actual classes of records for the purpose of arrangement of the files and other records of an organisation or individual that brings together those relating to the same function or activity or having a common form or some other relationship arising from their creation, receipt or use.  

File (1): An organised physical assembly (usually within a folder) of documents grouped together for current use because they relate to the same subject, activity or transaction. A file is usually the basic unit within a record series.

File (2): A logical assembly of data stored within a computer system. In word-processing systems it is the intellectual representation of a phyisical document.

Item: The basic physical unit of arrangement and description within a series.

The term ‘institution’ is used as a level of description to refer to the institution holding the records being described, such as a National Archives or a Corporate Archives.  The diagram below illustrates the concept of levels of arrangement.  Note the difference between the item and the file.  The term ‘item’ is used most often in the archival environment, when discussing the physical units of arrangement.  The term ‘file’ is often used in the records office or records centre, as that is the unit of management in those environments.

Example 1: Level of arrangement of records at a Government Archival Institution

Levels






[Archival Institution]
institution
National Archives of Papua New Guinea



[Oranisation/Agency]
group or fonds
Ministry of Education




[Division]

subgroup
Primary Schools Division

[Record class]

series

school assessments



[Individual file]

file

Primary Schools District A, assessments, 1967


[Stand alone document]
 item

Primary Schools District A assessment, January 1967

----------------------------------

Example 2: Level of arrangement of records at a Private Archival Institution

Levels





 
[Archival Institution]
institution
 Jimtech Corporation, Australia

[Oranisation]

group or fonds
 Jimtech Corporation, PNG

[Division]

subgroup
Corporate Division
[Record class]

series

financial records

[Individual file]

file

annual financial statements, assessments, 1967

[Stand alone document]
item

balance sheet, 2 April 1996

Example 3: Level of arrangement of records at an Organisation

Levels






 [Organisation/Agency]
group or fonds
Ministry of Education




Office


provenance
Department of Education

[Division]

subgroup
Primary Schools Division

[Record class]

series

school assessments



[Individual file]

file

Primary Schools District A
, assessments, 1967


[Stand alone document]
 item

Primary Schools District A
 assessment, January 1967

----------------------

Note:

Levels of arrangement  of records is often dictated by the context and level of hierarchy of the office of orgin of the record within the context of an organisation or agency.

  Levels of Arrangement and Description

[adapted from ‘The Management of Public Sector Records: Principles and Techniques]

Summarising the principles of ‘respect des fonds’ and ‘levels of arrangement’

In order to use and apply the principles of ‘respect des fonds’ and ‘levels of arrangement’ it is very important that you observe the following:

a) Technically and professionally ensure you understand the structure of the organisation. You must therefore have in place a copy of the organisation’s organisational structure to ensure you clearly demarcate the various offices, divisions, sections, branches and units of the organisation and agency. 

b) File index form should be designed to capture details of the office of origin of records

c) Disposal Schedule Forms should be designed to capture details of the office of origin of records.

d) File lists forms should be designed to capture details and context of the office of origin of the records

Activity – Group Discussion

This activity should be timed to 30 minutes in duration.

1. The trainer will ensure the learners are divided into groups to answer the questions. For the first 15 minutes, learners answer the following questions:
a) Explain the principle of Levels of arrangement 

b) Explain why it is very important to organise records according to the principle of levels of arrangement

c).You are the Records Officer of the Department of Education and you wish to loan the File Titled ‘ Primary Schools District A, assessment, 1967 from the National Archives. What details would you provide?

d). Complete the following details to be provided by a person who wishes to have access to the record ‘balance sheet, 2nd April 1996’




Jimtech Corporation, PNG




..............................................




.............................................





annual financial statements, assessments, 1967




balance sheet, 2 April 1996


e).
Imagine you are an Headmaster who is researching schools assessment for 
the year 1967. What details would you provide to the personnel at the 

Primary Schools Division for them to easily find the file you are after?

2. Reporting back

For the next 15 minutes, learners present their answers to the rest of the group

3. Life cycle of Records

The life cycle of records principle draws its analogy from the life of biological organisms which are born, live and then die. Likewise records are created, live to serve a purpose and function for which they were created by providing information and then eventually die when the information they contain is no longer required and therefore disposed of either by destruction or assuming a new afterlife when sent to an archival repository because of their enduring value due to the information contained in them

Without an effective system for the management of records on the principle of the life cycle of records, vast quantities of inactive records clog up expensive office space, and it can be virtually impossible to retrieve important administrative, financial and legal information.  

Phases of the Life Cycle of Records

According to the ‘life cycle of records’ records like living beings go through life, they are created and live (current records), become old (semi-current records)and then die (non-current and or archives) as illustrated in the diagram below.
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In summary the Life cycle principle places records into three phases or stages of their life and existence. These phases or stages are:
· Phase 1: Current or active records. 


In the current phase, records are created, generated, received and regularly used in the conduct of current business and are maintained either in their office of origin or in the file store of an associated records office or registry.

· Phase 2: Semi-current records


In the semi-current phase, records are still used, but only infrequently, in the conduct of current business and are maintained in a records centre or other offsite intermediate storage pending their disposal.

· Phase 3: Non-current or Inactive records.


In the non-current phase, records are no longer used for the conduct of current business. They can therefore be sentenced to be destroyed or to be preserve where they have a continuing value for other purposes, which merits their preservation as archives in an archival institution. 



4. The Records Continuum Principle
The continuum principle is related to the life cycle of records principle. The principle provides for records managers and archivists to breakdown the boundaries between records management and archives management and to instead see the existence of records as a consistent and coherent process with records beginning under the care of records personnel and moving into the care of archivists.

To do this, efficient and effective recordkeeping systems must be in place with records managers and archivist working together to cater for records care from their creation, use and maintenance at  current phase of records, and at the intermediate storage stage or semi-current phase of records, and at the archives stage (non-current records phase). 

The continuum model is shown in the table below. The table shows what recordkeeping actions being taken either at current, semi-current and at Archives stages of the life of records and who is responsible for carrying out those actions.

	Recordkeeping Actions
	Current
	Semi-current
	Archives

	
	
	
	

	[Records]Creation and Receipt
	Creation or Receipt of letters etc

Create and or construct new files
	Receipt into Records Centre
	Accession to Archival Repository

	[Records]

Control
	Classification Filing Documentation

Register incoming and outgoing files and records

Construct file indexes

Name files
	Maintain Arrangements and Documentation
	 Arrangement and Description

	Maintenance and Use
	File documents
Store documents 

Loan files

Track files and records

Retrieve files and records

House files and records
	Safekeeping in 
Records Centre
	Preservation and Conservation

	
	Official Access
	Official Access
	Public Access/ Outreach

	Appraisal
	Schedule [Primary and Secondary Values]

Conduct initial appraisal
	Review retention schedule [Secondary Value]
	Review frequency of use

	Disposal [of Records]
	Transfer to Records Centre or Destroy
	Transfer to Archival Repository or Destroy
	

	Responsibility
	Action Officer

Records Manager

Archivist
	Records Manager

Archivist
	Archivist


Table 2 : The Continuum Approach to Managing Records through the Life Cycle

[adapted from ‘The Management of Public Sector Records: Principles and Techniques]

Activity – Group Discussion

This activity should be timed to 30 minutes in duration.

1. The trainer will ensure the learners are divided into groups to answer the questions. For the first 15 minutes, learners answer the following questions:

a)
Explain the concept of the life cycle or records 

b)
What three phases do records go through during their lifetime?
c)
Explain the concept of records continuum 

d)
What can happen if records personnel do not work together with archivists

2. Reporting back

For the next 30 minutes, learners present their answers to the rest of the group

Lesson 5: Recordkeeping Control Points 

Objectives

By the end of the lesson you should be able to

·  Explain what Recordkeeping is 

· Explain what the control points are for the control of records
Aim of Lesson

The aim of this lesson is to get officers to:

· Understand what Recordkeeping is all about

· Introduce you to certain control points for care and control of records from the time they are created to when they are disposed of. 

Methodology

Trainer and learners go through the following together

What is Recordkeeping?

Recordkeeping is a core function of records management. It has become increasingly important for its role in ensuring the preservation of complete, reliable and accurate records as evidence and sources of authority for, rights, decisions and transactions. 

The principal aims of record keeping are to:

· By means of recordkeeping policies and procedures, control the processes of creating, identifying, organising, accessing, using, maintaining, storing and disposing of records; and

· By means of documentation tools such as records plans, disposal schedules, records inventory lists, registers, forms and lists etc, build the creation and capture of records into the organizations administrative and business processes, rather than require people to create records as and when the need arises.  

Whether paper-based or electronic or a mixture of both, record-keeping systems are in essence a set of procedures and controls to ensure that records are:

· Created and captured and systematically controlled and managed

· Full and accurate, readily available and are easily identified and found when required

· Accessible but at the same time secure

· Not destroyed when still required

It is important that Recordkeeping must be part of the organisation’s responsibility and should be the collective responsibility of staff at different levels in an organisation. As such Recordkeeping functions must be clearly defined and assigned to designated officers.

Recordkeeping in context
There is a tendency to create records without realising that records have a destiny, a life.

 It is very important therefore to bear in mind that, records have a life and as they go through life, there are certain recordkeeping actions that must be undertaken to ensure, they are systematically managed, otherwise, they can become a liability to the organisation.

To systematically manage records, records must be placed into their life and progression contexts. Two contexts to care for records are:
1. The Life Cycle of Records view
The life cycle view of records ensures we understand that records have a destiny, are created and used and some will be destroyed while some will be kept permanently. 
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2. The records continuum principle
The ‘records continuum’ principle ensures we understand that records go through continuous progression points or stages where certain Recordkeeping Actions take place as they progress through their life. 



Records Continuum Recordkeeping actions 

Recordkeeping Actions and Control Points
In view of the life cycle and records continuum principles, Recordkeeping actions and control points for the purpose of care and control of CURRENT RECORDS can be summarised as follows:

1. Creation and Receipt
This is where records are internally created, generated or produced by their creating agencies or offices and or received from other external organisations or sources for communication purposes.  At this stage, recordkeeping administrative documentations as well as control documentations must be established and used in order to facilitate the care of records at this initial stage to set the pace for the effective management of records while at the current records stage and later as semi-current records and then as non-current records.

2.  Filing and Storage
Filing and storage of records occur soon after records have been created and received. Filing and storage constitute the same activity in that they ensure the record is stored either in a file folder or in some other container according to a classification schema or filing system or arrangement.
3. Use and access 

While current records and files are stored in either file covers or some other such appropriate storage containers in their office of origin or a registry, they will be subject to use for business transactions, hence they will be required to be accessed for use. In most instances, use and access are usually referred to as File Loan and File Movement.
4. 
Maintenance

As current records and files accumulate in offices, their currency should be monitored. Through an appraisal programme, the number of folios of files must be check as to whether the files are getting thick and more than the required thickness of a file and or whether files have to be closed and a new part has to be created. Closed files need to be checked for the frequency of usage. Through an appraisal programme, the disposal and retention schedule is reviewed for those files which must be moved out to secondary storage or for those files to be destroyed. A records survey ensures, records are in order and if not, for improvements to be taken.
5. 
Disposal 

Records disposal refers to two actions; disposal by destruction for those records which have no continuing value and disposal by transfer of those records which contain informational value for continuing administrative purposes, or historical research, or legal evidences and so on.

Activity – Group Discussion

This activity should be timed to 30 minutes in duration.

1. The trainer will ensure learners are divided into groups to answer the questions.  For the first 15 minutes, learners discuss the following:

a. Explain what recordkeeping is all about
b. What are the two principles of recordkeeping?

c. Is recordkeeping only limited to paper records?
d. Who is responsible for recordkeeping?
e. Summarise the recordkeeping actions and points in the life of records

2. Reporting back

For the next 15 minutes, participants present their answers to the rest of the group
Lesson 6: The PARBICA Recordkeeping Toolkit

Objectives

By the end of the session you should be able to

· Explain what the PARBICA Recordkeeping Toolkit is all about

The aim of this lesson is to:
· Introduce you to the PARBICA Recordkeeping Toolkit
Methodology

Trainer and learners go through the following together. At this stage (or even prior this) the Trainer should distribute copies of the Toolkit products to Learners.
What is the PARBICA Toolkit?

The PARBICA Recordkeeping for Good Governance Toolkit refers to a set of recordkeeping tools produced by PARBICA for use by Pacific nation states to assist Records Staff maintain their records in a systematic manner in order for their governments to meet the legal obligations and help the administrations of Pacific Island nation states to protect the rights and entitlements of the citizens of their countries.
At the end of 2009, the PARBICA Toolkit had in total 11 tools or products. These tools or products are as follows:
BROCHURE 
The Toolkit brochure has been designed for distribution by government archivists (and other public or civil servants) to senior officials in the public service or government departments. These senior officials, including heads of government departments or CEOs, are the people who can influence how records are kept by appointing records managers, providing resources, or instructing staff to follow recordkeeping procedures. 

The brochure aims to outline the importance of recordkeeping and how recordkeeping supports good governance by advising senior management that they are responsible for ensuring their work areas are efficient and protect both the government's interests and the public's interest. The brochure explains that good recordkeeping will support them meeting these responsibilities. 

POSTER 

The Toolkit poster works with the Toolkit brochure. Copies of this attractive poster can be printed in either black and white or colour and put around government offices to catch the attention of all staff in each department.   

INTRODUCTION 
The Toolkit Introduction booklet aims to provide a brief overview of how recordkeeping can assist in achieving good governance (introducing the principles of efficiency, accountability and protecting the government's and the public's interests), an overview of records and recordkeeping, archives and the role of the archivist. 
GUIDELINE 1: Recordkeeping Capacity Checklist 
The aim of this 10-question checklist is to see if an organisation has in place the things it needs to manage records well. The checklist could be used by: 
· Senior managers who want to review their current arrangements and set priorities for making improvements 
· Records management staff who want to make an unbiased measurement of how well they are managing records and where they could do better 
· Auditors who want to review an organisation’s arrangements and make recommendations for change. 
GUIDELINE 2: Identifying Recordkeeping Requirements 

The aim of the Identifying Recordkeeping Requirements guideline is to help find out what records a government department needs to be creating and keeping to carry out its business well. 

GUIDELINE 3: Model Recordkeeping Policy 

The Model Recordkeeping Policy guideline is designed for Pacific Island governments and other organisations that wish to implement or update a records management policy. The aim of this policy is to help state the government's commitments to good recordkeeping in the support of good governance, and to assign responsibilities for good recordkeeping within government. 
GUIDELINE 4: Administrative Record Plan 

The Administrative Record Plan guideline can be used by anyone who wishes to implement new or update existing file-titling systems. This record plan covers the majority of administrative records that most government departments are likely to create and use. 

GUIDELINE 5: Adapting and Implementing the PARBICA Administrative Record Plan 

This guideline can be used by government departments that wish to implement PARBICA’s Administrative Record Plan. The guideline includes instructions to adapt or tailor the record plan to meet specific country requirements. 

GUIDELINE 6: Developing and Implementing Record Plans for Core Business Functions 

This guideline can be used by government departments developing record plans for their own core business functions that no other department carries out. Core business functions are the purpose for which a particular department is set up. 

GUIDELINE 7: Disposal Schedule for Common Administrative Functions 

This guideline can be used to help determine retention periods and disposal actions for files that document the administrative or support functions that every government department carries out. 

GUIDELINE 8: Implementing the Disposal Schedule for Common Administrative Functions 

This guideline provides advice for implementing the Disposal Schedule for Common Administrative Functions. 
GUIDELINE 9: Adapting the Disposal Schedule for Common Administrative Functions 
This guideline provides assistance with adapting or tailoring the Disposal Schedule for Common Administrative Functions to meet specific country requirements
GUIDELINE 10: Starting an Appraisal Programme 

This guideline is intended to assist government departments to appraise the closed records of core functions
GUIDELINE 11: Training Pacific Island Government Official in Using PARBICA's Toolkit 

This guideline provides advice to people who want to run training sessions on PARBICA's Toolkit
Activity

· There is no assigned activity for this lesson as each of the Tools (with the exception of Guideline 11) will be discussed in detail in the coming lessons.

· It is important that Learners keep their copies of the Tools for use in the coming lessons.

Lesson 7: Using the PARBICA Brochure and Poster
Objective

By the end of the lesson, you should be able to

· Review and explain the content and intent of the PARBICA [Brochure] Good Records, Good Governance – Advice for Senior Government Officials
· Review and explain the content and intent of the PARBICA Poster
· Use the Brochure to convey the importance and role of senior government officials and their responsibility in the management of their organisations records
· Use the Poster to inform officials on the value and importance of good recordkeeping.
The aim of this lesson is to;

· Introduce you to the PARBICA Brochure and Poster and why it is important for senior government officials and other government officers to understand their responsibility for managing records.
Methodology

Trainer and learners go through the following together

1. The PARBICA Brochure
The Brochure has been designed for distribution by government archivists (and other public or civil servants) to senior officials in the public service or government departments. These senior officials, including heads of government departments or CEOs, are the people who can influence how records are kept by appointing records managers, providing resources, or instructing staff to follow recordkeeping procedures. 

The brochure aims to outline the importance of recordkeeping and how recordkeeping supports good governance by advising senior management that they are responsible for ensuring their work areas are efficient and protect both the government's interests and the public's interest. The brochure explains that good recordkeeping will support them meeting these responsibilities. 

The brochure, titled ‘Good Records, Good Governance – Advice for Senior Government Officials ‘is an A4 document outlining the responsibilities of senior government officials. The idea is to get the information on the brochure across to senior government officials.

The brochure highlights a total of four responsibilities of top management in ensuring effective management of records and provides contact details for assistance in managing records of government departments.

The brochure aims to outline the importance of recordkeeping and how recordkeeping supports good governance by advising senior management that they are responsible for ensuring their work areas are efficient and protect both the government's interests and the public's interest. The brochure explains that good recordkeeping will support them meeting these responsibilities. 

2. The Poster ‘Good Records – Good Governance’
The Toolkit poster works with the Toolkit brochure. Copies of this attractive poster can be printed in either black and white or colour and put around government offices to catch the attention of all staff in each department.   

Activity – Group Work

This exercise should be timed to 1hour 

The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
1. Study the content of the PARBICA Brochure: Good Records, Good Governance – Advice for Senior Government Officials  and the Poster and comment on the following aspects of the brochure and poster:
· The target audience of the brochure

· The four reasons why it is important to ensure records are effectively and efficiently managed.
· The target audience of the poster
2. List one or two outreach approaches you would use to convey the information contained in the brochure to senior government officials in your organisation about their responsibility and the importance of records.
3. List two outreach approaches you would use to publicise the poster in your office or organisation. 

4. Reporting back
Learners will present their comments and ideas to the rest of the group

Lesson 8: Using the PARBICA Introduction

Objective

By the end of the lesson, you should be able to

· Review and explain the content and intent of the PARBICA Introduction

The aim of this lesson is to;

· Introduce you to the PARBICA Introduction and its contents.

Methodology

Trainer and learners go through the following together

PARBICA Recordkeeping Introduction 
The Toolkit Introduction booklet aims to provide a brief overview of how recordkeeping can assist in achieving good governance (introducing the principles of efficiency, accountability and protecting the government's and the public's interests), an overview of records and recordkeeping, archives and the role of the archivist. 

Activity – Group Work

This exercise should be timed to 1hour 

The trainer will distribute copies of the Introduction to PARBICA Recordkeeping Toolkit. Divide the learners into 2 groups. For 30 minutes, each group will: 
5. For the first 30 minutes, each group will study the content of the PARBICA Introduction and comment on the following aspects of the content of the Introduction:
· The need for a Recordkeeping for Good governance Toolkit

· What the Toolkit will provide

· Towards Good Governance and Good Recordkeeping

· What is a record?

· What is recordkeeping?

· What is an archive?

· Who is an archivist and what is the role of an archivist

· Why should archivists care about the state of recordkeeping?
6. Reporting back

For the next 30 minutes, each group will report back to the rest of the group

Lesson 9: 
Using PARBICA Guideline 1: Recordkeeping Capacity Checklist

Objective

By the end of the lesson, you should be able to

· 
Review and explain the content and intent of the PARBICA Guideline 1: Recordkeeping Capacity Checklist

· 
Consider modifying, adapting and or using the Guideline as a monitoring Tool to evaluate and assess the Recordkeeping Capacity of your organisation
The aim of this lesson is for you to:

· Study the PARBICA Guideline 1: Recordkeeping Capacity Checklist with the intention for you to develop ideas about how to use and apply the Guideline to conduct an evaluation of the recordkeeping Capacity level of your organisation or office.

Methodology
Trainer and learners go through the following together

PARBICA GUIDELINE 1: Recordkeeping Capacity Checklist 
The aim of this 10-question checklist is to see if an organisation has in place the things it needs to manage records well. The checklist could be used by: 
· Senior managers who want to review their current arrangements and set priorities for making improvements 
· Records management staff who want to make an unbiased measurement of how well they are managing records and where they could do better 
· Auditors who want to review an organisation’s arrangements and make recommendations for change. 
Activity – Group Work

This exercise should be timed to 1hour 

The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
1. Study the content  and intent of the PARBICA Guideline 1: Recordkeeping 
Capacity Checklist and explain the highlights of the following headings:
· Who is this guideline for?

· What does Recordkeeping capacity mean?

· Using the Checklist

· The checklist.
· What to do next
2. Comment on the practicality of the Guideline. Provide two advantages and two disadvantages. Would you modify it, if so, in what ways?
3.  Reporting back
Learners will present their answers and or ideas to the rest of the group

Lesson 10: 
Using PARBICA Guideline 2: Identifying Recordkeeping requirements   
Objective

By the end of the lesson, you should be able to

· 
Review and explain the content and intent of PARBICA Guideline2: Identifying Recordkeeping Requirements

· 
Consider modifying, adapting and or using the Guideline for use in your organisation
The purpose and aim of this lesson is to:

· Introduce you to PARBICA Guideline 2: Identifying Recordkeeping Requirements

· Get you to examine how you can apply and use PARBICA Guideline 2: Recordkeeping Requirements in your workplace

Methodology
Trainer and learners go through the following together

PARBICA GUIDELINE 2: Identifying Recordkeeping Requirements 

The aim of the Identifying Recordkeeping Requirements guideline is to help find out and document what records a government department needs to be creating and keeping to carry out its business effectively. 

Activity – Group Work

This exercise should be timed to 1hour 

The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
7. Study the content of the PARBICA Guideline 2: Identifying Recordkeeping Requirements and explain the highlights of the following headings:

Who is this guideline for?


What are recordkeeping requirements?


Why identify recordkeeping requirements


How to identify recordkeeping requirements



Identifying and collecting sources



Recognising recordkeeping requirements



Documenting recordkeeping requirements


Using recordkeeping requirements


Reviewing recordkeeping requirements


Appendix 1: Recordkeeping Requirements [documentation] Form


Appendix 2: Sample Recordkeeping Requirements Form

8. Would you modify it, if so, in what ways?

9.  Reporting back

Learners will present their answers and or ideas to the rest of the group

10. Produce Lists and Indexes of the Recordkeeping requirements of your organisation and ensure your management is made aware of these documentations.
Lesson 11: 
Using PARBICA Guideline 3: Model Recordkeeping Policy

Objective

By the end of the lesson, you should be able to

· Review and explain the content and intent of a Recordkeeping or Records Management Policy

· Develop a Recordkeeping or Records Management Policy for your organisation.
The aim of this lesson is for you to:

· Study PARBICA Guideline 3: Model Recordkeeping Policy

· Study two other sample Records Management Policies 

and then develop a Records Management Policy for your organisation

Methodology
Trainer and learners go through the following together

PARBICA Guideline 3: Model Recordkeeping Policy

The Model Recordkeeping Policy guideline is designed for Pacific Island governments and other organisations that wish to implement or update a records management policy. The aim of this policy is to help state the government's commitments to good recordkeeping in the support of good governance, and to assign responsibilities for good recordkeeping within government. 
Activity – Group Work

This exercise should be timed to 1hour 

The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
1. Study the content of PARBICA Recordkeeping Guideline 3: Model Recordkeeping Policy.

2. Study also the enclosed Records Management Policies for Management of Paper Records and Electronic Records. Then answer the following questions:

a. Why should an organization have a Recordkeeping Policy

b. Name the key elements of a Recordkeeping Policy
c. Use the Model Recordkeeping Policy to develop a Recordkeeping or ‘Records Management Policy’ for your organization.

3. Reporting back
Learners will present their answers to the rest of the group
4. Ensure the Policy is endorsed by the Management of your organization as a professional document for use and implementation by your organization.

Records Management Policy

(Name of Agency)

RECORDS MANAGEMENT POLICY

Introduction

Information is a vital component of administration and management and a most important resource in any organisation. Records are essential sources of administrative, evidential, academic, research and historical information and are vital resources to any organisation in its current and future operations, in meeting legislative requirements, for the purposes of accountability and for an awareness and understand of its history and procedures. Records form part of the ‘corporate memory’ of any organisation and support the image that an organisation presents to the outside world.

Efficient and good management of records will benefit the (name of agency) by:

· Improving effective retrieval of appropriate and accurate information, eliminating unnecessary duplications and ensuring timely disposal of unnecessary information

· Ensuring legal compliance with the National Constitution, the ………… and   ……… and the Library and Archives Act 1993.

· Protecting the interests of the (agency) and the rights of staff and others

· Developing institutional resilience against structural changes and staff turnover.

What is a record?

Records are the outputs, which detail each and every day-to-day business and administrative transaction of an organisation and provide information about itself, its staff and operations. Records include paper and electronic files, emails, video, microfiche, microfilm, databases, x-ray, websites and any other formats.

1. What is records management?

Records management is a process for managing the creation, amendment, version control, distribution, filing, retention, storage and disposal of records, which is administratively and legally sound. It aims to serve the operational needs of an institution or organisation and preserve an adequate historical record. It should ensure that costs are kept down and timescales for appropriate legislative compliances are met.

Records management aims to ensure that:

· the record is present: where the (agency)readily has the information that is needed to form a reconstruction of activities or transactions that have occurred

· the record can be accessed: the information can be easily located and accessed, and that the current version is easily identified

· the record can be interpreted:  the context of the record can be established. i.e. who created the document and when, during which business process, and how the record is related to other records

· the record can be trusted: that the record reliably represents the information that was used in or created by the business process, and its integrity and authenticity can be demonstrated

· the record can be maintained through time:  the qualities of accessibility and trustworthiness can be maintained for as long as the record is needed, perhaps permanently, despite changes of formats.

· The record is a resource: the record must be reliable and available for planning purposes.

Good records management is based on the principles of regular review and controlled retention or destruction of information. The general aim is to ensure cost-effective administrative processes, legal and regulatory compliance and good practice.

2. What is a record’s life cycle?

A record’s life cycle begins with its creation and ends with its disposal. In between, it may be referred to, revised, re-filed, and occasionally reorganised. In general, the need to refer to a file declines sharply as its age increases. As a record reaches the end of its active life, it may be: securely destroyed, transferred to inactive storage or transferred to the the National Archives and Public Records Services of Papua New Guinea. In most cases that lifespan of a record can be pre-determined at the creation of the record by the use of a defined retention schedule.

All records created and maintained by the (agency) will fall into the following categories:

Permanent information. This is required for as long as the institution is in existence. A permanent record is a legal requirement or may be part of the Commission’s historical archive. This includes minutes of meetings, audited annual accounts and examples of published material 

Transactional information. This is always contained within electronic systems and is information, which has no beginning, middle or end state. There is likely to be an audit trail of changes but in most processes it represents a first stage of data processing in the time-limited information flow, which may in turn be further processed and summarised as part of a permanent record.  For example, the progress of information in a purchase invoice through to a final audited and published account

Time-limited information. This has two phases. At first it is current information, which may be used on a daily or weekly basis. The second phase is when the information has to be maintained for legal or other reasons but is rarely required for operational purposes. This is information to which retention periods can be applied. For example, the student record will be required on a regular basis while the student is attending the institution. This is current information. A few years after the student has left, the information will become non-current, but parts of the record will be maintained for many years and may be required on a very occasional basis.

3. What are retention periods?

These are the periods of time during which a record has to be maintained by an institution or organisation and may vary from a few months to permanency. This is usually determined by statute, legal, regulatory or business compliance, or where these do not apply, by a best assessment of risks involved in destruction.  
4. Who is responsible for records management?
All (agency) staff who create, receive and use records have records management responsibilities. Divisional Heads, Sectional Heads, Branch Heads, Unit Heads and Office Heads within the (agency)have overall responsibility for ensuring that records controlled within their area are managed in a way which meets the aims of the (agency’s)records management policies.

The (agency) responsible for administration matters has overall responsibility for ensuring the (agency) meets its legal responsibilities, and internal and external governance and accountability requirements. Day-to-day responsibilities will be delegated to a Records Manager who has a co-ordinating and enabling role and will advise on policy and best practice.

Senior management play a key role by recognising records management as an important corporate responsibility and giving it the necessary level of priority and authority. They actively support the deployment and maintenance of records management throughout the (agency). In addition, they are expected to lead and promote the appropriate culture change to ensure the success of the Policy through its deployment throughout the (agency).

5. Staff Development

 All staff must:

· Be compliant with the National Constitution and the Act … and other relevant legislations in their role at (agency)
· Be aware that there changes in technology and may see a large number of the records created and will actively seek access to these records. Access applies to all institutional records retrospectively. 

· Keep an accurate record of activities.

The (agency)will provide appropriate, timely and recurring training in records management procedures and policies for all relevant staff based on a competency framework. The Records Management Working Group will develop proposals for this on the advice of the Records Manager and in consultation with Human Resources and other appropriate departments. It is seen as an essential area for the successful deployment of the Policy.

6. Linking to Strategies within the Commission

It is essential that the Records Management Policy be closely linked to other strategies within the (agency) including the (agency’s) Strategic Plan, the HR Strategy and the Information Strategy.

7. Review of Records Management Policy

A regular overview of the Policy will be required (at least once every three years). This will ensure that the Policy reflects changes in legislation and technology and is amended as appropriate.

Conclusion

The Records Management Policy seeks to underpin the effective use of information at the (agency). If deployed appropriately, it will provide an opportunity to develop efficient and accurate management of our records. However, it will need a continuous investment from the (agency) to ensure that the ongoing benefits are fully realized. 
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Sample Policy for Email Records

Policy for Records Management Requirements for Electronic Mail 

(Agency Name – eg. PNG Electoral Commission)

Date (eg. December 2007)

SECTION 1. INTRODUCTION 

This policy applies to e-mail used within (name of agency) and e-mail used conjointly with the Internet, and does not supersede any laws, or policies regarding confidentiality, information dissemination, or standards of conduct. Generally, e-mail should be used only for legitimate (name of agency) business; however, brief and occasional e-mail messages of a personal nature may be sent and received if the following conditions are met. 

SECTION 2 . GENERAL GUIDELINES 

Personal use of e-mail is a privilege, not a right. Abuse of the privilege may result in appropriate disciplinary action. Employees need to keep in mind that all e-mail is recorded and stored along with the source and destination. Management has the ability and right to view employees' e-mail. Recorded e-mail messages are the property of the Commission and therefore public records as per Section ……of the Libraries and Archives Act 1993. Thus, they are subject to the requirements of the Libraries and Archives Act 1993 and the laws applicable to National Archives records retention procedures. Employees should be aware that when sending an e-mail message of a personal nature, there is always the danger of the employees' words being interpreted as official agency policy or opinion. Therefore, when an employee sends a personal e-mail, especially if the content of the e-mail could be interpreted as an official Commission e-mail, the employee should use the following disclaimer at the end of the message:
"This e-mail contains the thoughts and opinions of (employee name) and does not represent official (agency name) policy." 

If the content of the e-mail contains sensitive or confidential information the employee may use the following message at the end of the message: 
"This message contains information which may be confidential and privileged. Unless you are the addressee (or authorized to receive for the addressee), you may not use, copy or disclose to anyone the message or any information contained in the message. If you have received the message in error, please advise the sender by reply e-mail and delete the message."

SECTION 3.  RESTRICTIONS   

Personal e-mail should not impede the conduct of (agency’s)business; only incidental amounts of employee time--time periods comparable to reasonable coffee breaks during the day--should be used to attend to personal matters. Racist, sexist, threatening, or otherwise objectionable language is strictly prohibited. E-mail should not be used for any personal monetary interests or gain. Employees should not subscribe to mailing lists or mail services strictly for personal use. Personal e-mail should not cause the (agency) to incur a direct cost in addition to the general overhead of e-mail. 

SECTION 4. POLICY 

It is the policy of the Papua New Guinea Electoral Commission to provide for the efficient, economical and effective management of electronic mail records in accordance with (Act) which provides that the agency head or designated records management officer must administer a program for the management of records created, received, retained, used, or  
The (agency)desires to adopt a policy for that purpose and to prescribe guidelines and procedures for the management of electronic mail consistent with the Electronic Records Standards and Procedures and in the interest of cost-effective and efficient recordkeeping, including long-term records retention for the Archives of the Commission. 

SECTION 5. DEFINITIONS 

(1) 
Electronic mail message-A record created or received on an electronic mail system including brief notes, more formal or substantive narrative documents, and any attachments, which may be transmitted with the message. 

(2) 
Electronic mail receipt data-Information in electronic mail systems regarding the date and time of receipt of a message, and/or acknowledgment of receipt or access by addressee(s). 

(3) 
Electronic mail system-A computer application used to create, receive, retain and transmit messages and other records. Excluded from this definition are file transfer utilities. 

(4) 
Electronic mail transmission data-Information in electronic mail systems regarding the identities of sender and addressee(s), and the date and time messages were sent. 

(5) 
Electronic media-All media capable of being read by a computer including computer hard disks, magnetic tapes, optical disks, or similar machine-readable media. 

(6) 
Electronic record-The information that is maintained in electronic format in a computer for computer processing and the product of computer processing of that information that satisfies the definition of a Commission record in the (legislative reference) 

(7) 
Electronic records system-Any information system that produces, manipulates, and stores Commission records by using a computer. 

(8) 
Mailing list service-An electronic mailing list hosting service (e.g., Listserv) used for discussions and announcements within a specified group of individuals. Subscribers to the service participate by sending information to and receiving information from the list using electronic mail messages. 

(9) 
Records management officer-The person who administers the records management program established in each agency under the (legislative reference) 

(10) 
(Agency) record-Any written, photographic, machine-readable, or other recorded information created or received by or on behalf of a Commission agency or an elected Commission official that documents activities in the conduct of Commission business or use of public resources. The term does not include:

a. library or museum material made or acquired and maintained solely for reference or exhibition purposes; 


b. an extra copy of recorded information maintained only for reference; or 

c. a stock of publications or blank forms. 

SECTION 6. SCOPE. 

This policy applies to any electronic mail messages created, received, retained, used, or disposed of using the (agency)electronic mail system. 

SECTION 7. RETENTION REQUIREMENTS. 

The (agency)approved retention schedule lists the record series that are created and the retention period for each series. It is the content and function of an e-mail message that determines the retention period for that message. All e-mail sent or received by an agency is considered a Commission record. Therefore, all e-mail messages must be retained or disposed of according to the agency's retention schedule. E-mail systems must meet the retention requirements found in (reference).
 E-mail generally (but not always, see the Texas Commission Records Retention Schedule for more information) falls into several common record series categories. These are: 

(1) Administrative Correspondence, 1.1.007 - Incoming/outgoing and internal correspondence, in any format, pertaining to the formulation, planning, implementation, interpretation, modification, or redefinition of the programs, services, or projects of an agency and the administrative regulations, policies and procedures that govern them. Subject to Archival review. Retention: 3 years. 

(2) General Correspondence, 1.1.008 - Non-administrative incoming/outgoing and internal correspondence, in any media, pertaining to or arising from the routine operations of the policies, programs, services, or projects of an agency. Retention: 1 year. 

(3) Transitory Information, 1.1.057 - Records of temporary usefulness that are not an integral part of a records series of an agency, that are not regularly filed within an agency's recordkeeping system, and that are required only for a limited period of time for the completion of an action by an official or employee of the agency or in the preparation of an on-going records series. Transitory records are not essential to the fulfillment of statutory obligations or to the documentation of agency functions. Examples of transitory information are routine messages (can be recorded on any medium, such as hard copy message slips or in an electronic format on e-mail and voice mail); internal meeting notices; routing slips; incoming letters or memoranda of transmittal that add nothing of substance to enclosures; and similar routine information used for communication, but not for the documentation, of a specific agency

 Source

Texas Commission Library and Archives Commission 2002 [available online] http://www.tsl.Commission.tx.us/govt/index.html

Lesson 12: Using PARBICA GUIDELINE 4: Administrative Record Plan

Objectives
By the end of the session, you should be able to

· Review and explain the content and intent of PARBICA Guideline 4: Administrative Record Plan.

· Use PARBICA Guideline 4: Administrative Record Plan to organise the Administrative Functions Records of your organisation.
The aim of this lesson is to:

· Examine what administrative function records are and how they should be classified,  organised, structured and indexed by working with and applying PARBICA Guideline 4: Administrative Record Plan  
Methodology

Trainer and learners go through the following together

GUIDELINE 4: Administrative Record Plan 

The Administrative Record Plan guideline can be used by anyone who wishes to implement new or update existing file-titling systems. This record plan covers the majority of administrative records that most government departments are likely to create and use. 

Activity – Group Work

This exercise should be timed to 1hour. The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
1. Study the contents and structure of the PARBICA Guideline 4: Administrative Record Plan  and answer the following questions:

What is a record plan?


The importance of good file titling


Who is the PARBICA Record Plan for?


Administrative Record Plan [Functions]



Asset and Resources Management



External Relations



Financial Management



Information Management



Personnel and Establishment



Strategic Management


How to use this Record Plan



The parts of a file title



How to title a file using this Record Plan


What next?

2. Study the examples of various types and examples of groups of records contained in the PARBICA Guideline 4

3. Comment on the practicality of the Guideline. Provide two advantages and two disadvantages. Would you modify it, if so, in what ways?

4.  Reporting back

Learners will present their answers and or ideas to the rest of the group

Staff Project

Set yourself 2 weeks duration to complete the following:

· Develop an Administrative Functions Records Plan for your organisation using PARBICA Guideline 4: Administrative Record Plan
·  Develop a File Index and Classification system for the Core function  records of your organisation

· Get these two documents endorsed by your management

· The National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua New Guinea will be conducting an evaluation of the outcomes of the Training to check whether you have completed these projects and developed the necessary recordkeeping tools for use in your organisation

Lesson 13: Using PARBICA GUIDELINE 5: Adapting and Implementing the PARBICA Administrative Record Plan

Objectives
By the end of the session, you should be able to

· Explain the content of PARBICA Guideline 5: Adapting and Implementing the PARBICA Administrative Record Plan.

· Use PARBICA Guideline 5: Adapting and Implementing Administrative Record Plan to adapt and implement the Administrative Functions Records of your organisation.

· Develop Administrative Record Plans and File Index and Classification system for the Administrative function  records of your organisation
The aim of this lesson is to:

· Examine how records should be classified,  organised, structured and indexed by working with and applying PARBICA Guideline 5: Adapting and Implementing the PARBICA Administrative Record Plan  
· Examine how to adapt and implement a Record Plan to develop a classification system to allow for file classification headings and file numbering and titling

· Relate an administrative function records plan which is a classification system to create and organise an administrative functions records file index.

Methodology

Trainer and learners go through the following together

PARBICA GUIDELINE 5: Adapting and Implementing the PARBICA Administrative Record Plan 

This guideline can be used by government departments that wish to implement PARBICA’s Administrative Record Plan. The guideline includes instructions to adapt or tailor the record plan to meet specific country requirements. 

 Activity – Staff Project
This exercise should be timed to 1hour. The trainer will ensure learners get into groups. For 30 minutes, each group will: 
1. Study the contents and structure of the PARBICA Guideline 5: Adapting and Implementing the PARBICA Administrative Record Plan  and answer the following questions:
a. What is a record plan?

b. The importance of good file titling

c. Who is the PARBICA Record Plan for?

d. How to adapt the Record Plan for your government

· Language

· Structure
e. Implementing the Record Plan

· File numbering

· File registration

· Transitional arrangements

2. Study your current File Index and compare it to PARBICA Guideline 5.

a) Are the functional categories and headings arrangement similar or different?

b) Do you think you need to make some alterations to the current file indexing system of your Administrative function records)?

3.  Reporting back

Learners will present their answers and or ideas to the rest of the group

Staff Project

Set yourself 2 weeks duration to complete the following:

· Develop a File Index or Classification Scheme for Indexing and Classifying of the Administrative Functions Records of your organisation using PARBICA Guideline 5: Adapting and Implementing the PARBICA Administrative Record Plan 

· Get this document endorsed by your management

· The National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua New Guinea will be conducting an evaluation of the outcomes of the Training to check whether you have completed these projects and developed the necessary recordkeeping tools for use in your organisation

Lesson 14: 
Using PARBICA GUIDELINE 6: Developing and Implementing Record Plans for Core Business Functions 

Objectives

By the end of the session, you should be able to

· Review and explain the content and intent of PARBICA Guideline 6: Developing and Implementing Record Plans for Core Business Functions.

· Use PARBICA Guideline 6: Developing and Implementing Record Plans for Core Business Functions to adapt and implement the Core Business Functions Records of your organisation.

· Develop Core Business Functions Record Plans and File Index and Classification system for the Core function  records of your organisation

The aim of this lesson is to:
· Examine how to adapt and implement a Core Business Record Plan to develop a classification system to allow for file classification headings and file numbering and titling

· Relate core business function records plan or classification system to create and organise a core business functions records file index.

Methodology

Trainer and learners go through the following together

 PARBICA GUIDELINE 6: Developing and Implementing Record Plans for Core Business Functions 

This guideline can be used by government departments developing record plans for their own core business functions that no other department carries out. Core business functions are the purpose for which a particular department is set up. 

Activity – Group Work
This exercise should be timed to 1hour. The trainer will ensure learners get into 2 groups. For 30 minutes, each group will:

1. Study the contents and structure of the PARBICA Guideline 6: Developing and Implementing Record Plans for Core Business Functions  and answer the following questions:

What is a record plan?


The importance of good file titling


Developing core business record plans

 

Functions and activities



Core functions and common functions



Why use functions and activities?



Getting started



Identifying recordkeeping requirements



Important tips for developing record plans for core functions


Implementing record plans



File numbering



File Registration



Transitional arrangements

2. Study the examples of types of groups of records contained in the PARBICA Guideline 6: Developing and Implementing Record Plans for Core Business Functions.

3. Examine your current File Index and compare and contrast it with the PARBICA Guideline 6: Developing and Implementing Record Plans for Core Business Functions.
a) Are the functional categories and headings similar or different?

b) Do you think you need to make some alterations to your current classification system for the core business function records as well as your file indexing system (organising or indexing and classifying of your core business functions records)?

4. Reporting back

Learners will present their answers and or ideas to the rest of the group

Staff Project

Set yourself 2 weeks duration to complete the following:

· Develop a Core Business Functions Records Plan for your organisation using PARBICA Guideline 6: Developing and Implementing Record Plans for Core Business Functions
·  Develop a File Index and Classification system for the Core function  records of your organisation
· Get these two documents endorsed by your management

· The National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua New Guinea will be conducting an evaluation of the outcomes of the Training to check whether you have completed these projects and developed the necessary recordkeeping tools for use in your organisation
Lesson 15: 

Using PARBICA Guideline 7: Disposal Schedule for Common 


Administrative Functions

Objectives
By the end of the session, you should be able to

· Review and explain the content and intent of PARBICA Guideline 7: Disposal Schedule for Common Administrative Functions.

· Use PARBICA Guideline 7: Disposal Schedule for Common Administrative Functions to develop a Disposal Schedule for the Administrative Functions Records of your organisation.

The aim of this lesson is to:

· Examine a disposal schedule for common administrative functions records  
Methodology

Trainer and learners go through the following together

PARBICA GUIDELINE 7: Disposal Schedule for Common Administrative Functions 

This guideline can be used to help determine retention periods and disposal actions for files that document the administrative or support functions that every government department carries out. 

Activity – Group Work

This exercise should be timed to 1hour. The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
1 Study the contents and structure of the PARBICA Guideline 7: Disposal Schedule for Common Administrative Functions Records and answer the following questions:

What is disposal?


What is a disposal schedule?


Why have a disposal schedule?


Who is this Disposal Schedule for?


Contents of the Disposal Schedule


Criteria used to decide disposal actions


How to use the Disposal Schedule


Disposal Schedule for Common Administrative Functions


 
Asset and Resources Management



External Relations



Financial Management



Information Management



Personnel and Establishment



Strategic Management

2. Comment on the practicality of the Guideline. Provide two advantages and two disadvantages. Would you modify it, if so, in what ways?

3.  Reporting back

Learners will present their answers and or ideas to the rest of the group

Staff Project

Set yourself 2 weeks duration to complete the following:

· Develop a Disposal Schedule for Common Administrative Functions for your organisation using PARBICA Guideline 7: Disposal Schedule for Common Administrative Functions
· Get this document endorsed by your management

· The National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua New Guinea will be conducting an evaluation of the outcomes of the Training to check whether you have completed these projects and developed the necessary recordkeeping tools for use in your organisation
Lesson 16: 
Using PARBICA Guideline 8: Implementing the Disposal Schedule for Common Administrative Functions

Objectives

By the end of the session, you should be able to

· Review and explain the content and intent of PARBICA Guideline 8: Implementing the Disposal Schedule for Common Administrative Functions.

· Use PARBICA Guideline 8: Implementing the Disposal Schedule for Common Administrative Functions to implement and or apply disposal actions or decisions for the Administrative Functions Records of your organisation.

The aim of this lesson is to:

· Examine how to implement and or apply disposal actions or decisions for common administrative functions records  

Methodology

Trainer and learners go through the following together

PARBICA GUIDELINE 8: Implementing the Disposal Schedule for Common Administrative Functions 

This guideline provides advice for implementing the Disposal Schedule for Common Administrative Functions. 

Activity – Group Work

This exercise should be timed to 1hour. The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
1. Study the contents, intent and structure of the PARBICA Guideline 8: Implementing the Disposal Schedule for Common Administrative Functions Records and answer the following questions:
 

How to use the Disposal Schedule

Implementing the Disposal Schedule

a. Applying the Disposal Schedule to existing records

b. Records to which more than one disposal action applies

c. Applying the Disposal Schedule to records when they are created

d. Activating retention periods and disposal actions

e. Example internal disposal authority form
2. Comment on the practicality of the Guideline. Provide two advantages and two disadvantages. Would you modify it, if so, in what ways?

3. Reporting back

Learners will present their answers and or ideas to the rest of the group

Staff Project

Set yourself 2 weeks duration to complete the following:

· Develop a series of steps or procedure for application and implementation of the Disposal Schedule for Common Administrative Functions for your organisation using PARBICA Guideline 8: Implementing the Disposal Schedule for Common Administrative Functions
· Get this document endorsed by your management

· The National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua New Guinea will be conducting an evaluation of the outcomes of the Training to check whether you have completed these projects and developed the necessary recordkeeping tools for use in your organisation
Lesson 17: 
Using PARBICA Guideline 9: Adapting the Disposal Schedule for Common Administrative Functions

Objectives
By the end of the session, you should be able to

· Review and explain the content and intent of PARBICA Guideline 9: Adapting the Disposal Schedule for Common Administrative Functions.

· Use PARBICA Guideline 9: Adapting the Disposal Schedule for Common Administrative Functions to set the procedures for completion and then endorsement and approval by your organisations management of the Disposal Schedule for Common Administrative Functions Records of your organisation.

The aim of this lesson is to:

· Examine what steps or actions to taken to have the Disposal Schedule for Common Administrative Functions Records to be completed for endorsement approval for implementation by your organisations management.  

Methodology

Trainer and learners go through the following together

PARBICA GUIDELINE 9: Adapting the Disposal Schedule for Common Administrative Functions 

This guideline provides assistance with adapting or tailoring the Disposal Schedule for Common Administrative Functions to meet specific country requirements

Activity – Group Work

This exercise should be timed to 2 hours. The trainer will ensure learners get into 2 groups. For 1hour, each group will: 
1. Study the contents and structure of the PARBICA Guideline 9: Adapting the Disposal Schedule for Common Administrative Functions Records and answer the following questions:



Adapting the Disposal Schedule for use in your country

a. Decide roles and responsibilities

b. Research the functions of your government or your organisation

c. Check the language and descriptions are relevant

d. Finalise the Disposal Schedule

e. Obtain agreement and final approval for the Disposal Schedule

2. Comment on the practicality of the Guideline. Provide two advantages and two disadvantages. Would you modify it, if so, in what ways?

3. Reporting back

Learners will present their answers and or ideas to the rest of the group

Staff Project

Set yourself 2 weeks duration to complete the following:

· Develop a series of steps and strategy for adapting the Disposal Schedule for Common Administrative Functions for your organisation using PARBICA Guideline 9: Adapting the Disposal Schedule for Common Administrative Functions
· Get this document endorsed by your management

· The National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua New Guinea will be conducting an evaluation of the outcomes of the Training to check whether you have completed these projects and developed the necessary recordkeeping tools for use in your organisation

Lesson 18: 
Using PARBICA Guideline 10: Starting an Appraisal Programme

Objective

By the end of the lesson, you should be able to:

· Review and explain the content and intent of PARBICA Guideline 10: Starting an Appraisal Programme

· Develop an appraisal programme for use in your organisation for the appraisal of your organisations or office records.

The aim of this lesson is for you to:
· Study PARBICA Guideline 10: Starting an Appraisal Programme
· Then develop ideas about how to use and apply the Guideline to develop an appraisal programme for use in your respective organisation or offices

Methodology

Trainer and learners go through the following together

GUIDELINE 10: Starting an Appraisal Programme 

This guideline is intended to assist government departments to appraise the closed records of core functions
Activity – Group Work

This exercise should be timed to 1hour. The trainer will ensure learners get into 2 groups. For 30 minutes, each group will: 
3. Study the content of PARBICA Guideline 10: Starting an Appraisal Programme and explain the content of the following headings :



Introduction



What is Appraisal?



What are the results of a “one-off” appraisal?



Why do appraisal?



When to do a “one-off” appraisal



Steps to carrying out a “one-off” appraisal

a) Deciding roles and responsibilities

b) Researching the organisation and its functions

c) Surveying the records

d) Deciding which records to appraise

e) Listing the records

f) Accessing the value of the records

g) Using the Disposal Criteria

h) Marking up the list with appraisal decisions

i) Consulting with the creators and users 

j) Writing the appraisal report

k) Gaining approval for the appraisal report and lists

l) Implementing the Disposal actions approved in the appraisal report


Appendix 1: Survey Form template and instructions


Appendix 2: Listing template and instructions


Appendix 3: File/records content analysis sheet


Appendix 4: Appraisal Report and Agreement templates.

4. Comment on the practicality of the Guideline. Provide two advantages and two disadvantages. Would you modify this Guideline? If so, in what ways?

5.  Reporting back

Learners will present their answers and or ideas to the rest of the group

Staff Project

Set yourself 2 weeks duration to complete the following:

· Study the content of PARBICA Guideline 10: Starting an Appraisal Programme and develop a strategy or procedure for conducting a ‘one-off’ appraisal programme in your organisation.
· Get this document endorsed by your management

· The National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua New Guinea will be conducting an evaluation of the outcomes of the Training to check whether you have completed these projects and developed the necessary recordkeeping tools for use in your organisation

Lesson 19: 
Adapting records creation and receipt control documents

Objective

By the end of the lesson, learners will be able to:

· Adapt records control documentations for control and management of records at the creation and receipt points in the life of records. 

The aim of the lesson is to:

· Examine a range of control documents for the control of records at the creation and receipt stages of the life of records.  

Methodology

Trainer and learners go through the following together

Records Creation and Receipt Stage Control Documents

The control documents discussed here are those for use for the control and management of records at the creation and receipt stage of the life of records. They can be categorised into two groups. Check that the following and or others in this list are in place:

1. Recordkeeping Administrative documentations

1.1 
Recordkeeping References or Sources 

PARBICA Guideline 2: Identifying Recordkeeping Requirements is a guideline designed to assist officers to compile and develop such documentations. You may already have your own in place and where your organisation does not have such documentations, you should by now produce such reference documentations. Your organisation must have in place references relating to what records or the types of records that it has. A sample table for collating and compiling recordkeeping requirements of one’s organisation is provided below.

	Source
	Title
	Reference
	Requirement Details
	Page No.
	Format
	Location

	Legislation
	Passports Act 1982
	s.12(1)
	“On application made to him in writing, completed in the prescribed form, the Passport Officer may endorse a passport”
	5

website….
	Hard copy

Electronic
	Library

Paclii

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


1.2
Records Management Policy
PARBICA Guideline 3: Recordkeeping Policy is a guideline designed to assist you to develop a Records Management Policy for your organisation. Your organisation may already have a Records Management Policy in place.  If not, you should by now create and have one in place after using PARBICA Guideline 3:  Recordkeeping Policy. 

1.3
Records Management Standards

Managing records is an administrative responsibility based on International Standards as well as national legislations and or Acts of Parliament.  

The ISO 15489: 2001 standard defines records management as "The field of management responsible for the efficient and systematic control of the creation, receipt, maintenance, use and disposition of records, including the processes for capturing and maintaining evidence of and information about business activities and transactions in the form of records".

ISO 15489:2001 states that records management includes:

· setting policies and standards; 

· assigning responsibilities and authorities; 

· establishing and promulgating procedures and guidelines; 

· providing a range of services relating to the management and use of records; 

· designing, implementing and administering specialized systems for managing records; and 

· integrating records management into business systems and processes. 

The National Library and Archives Act 1993 provides for management of ‘public records’ including the roles and responsibilities of ‘administrative head of each government instrumentality’.
1.4
Records Management Procedures Manual

The Records Management Procedures Manual contains instructions on how to manage records and sets out what steps to take when dealing with handling, processing, using, maintaining, storage and retrieval, access to records and disposal by destruction or transfer of records.

There may be instances where a procedures manual will spell out what steps to take at each stage of care of records. For example, each step for the receipt of correspondence or the opening of files and even transfer of files will be set out in such a procedures manual. Please check that you have a Records Procedures Manual for your organization or office. Where there is none, create one. 

For assistance, check out ‘Managing Current Records: A Procedures Manual by the International Council on Archives and the International Records Management Trust on their website at: irmt.org, under Training link.

1.5
Record Plan

PARBICA Guideline 4: Administrative Plan is a guideline to use as a guide. A Record Plan is a master document which contains information and instruction to all staff on the various classes and categories of records which the organisation has as a result of generating and receiving those records during the course of business transactions.

A record plan consists of descriptions of the functional role of a record group or class and lists keywords for grouping of series, from which parts of the title of each file can be constructed. Staff should seek assistance from a Records Officer to choose file titles that suit the topic of the file. Information from the Record Plan can be further expanded to construct a File Index and a Disposal Schedule. 

1.6
Records Disposal Schedule (Guideline 7: Disposal Schedule for ...)


PARBICA Guideline 7: Disposal Schedule for Common Administrative Functions Records is a guide to use for developing such a document. 

The Disposal Schedule or Authority is a master control documentation to ensure control of all records that an organisation creates and receives. The purpose of this document is for appraisal decisions and as well as to serve as the authority for disposal action. The disposal schedule should reflect the records classification and coding scheme. 

Your exposure to the PARBICA Guideline 7: should have provided you ample time and guide to develop a Disposal Schedule of Common Administrative Functions Records for your organisation. In any case, ensure your organisation has one in place.

1.8
Records Inventory
A records inventory is a catalogue of all the records or an organisation or office. The task of maintaining an inventory can be automated.  A computerised database would simplify the updating process and facilitate access to the information.  It would also make it possible to integrate information into a wider records automation system.

1.9
A File Index
PARBICA Guideline 5: Adapting and Implementing the PARBICA Administrative Record Plan is a guide to use for developing such a document. 

A File Index contains the classification and indexing method such as a heading and a unique identification number (known as a file/item number), a file name or heading (known as the file/item title). The file index is a document that ensures files and items are arranged in a filing sequence to enable them to be stored for easy access and retrieval purposes. 

Check that your office has such a document in place. If there is none in place, create one. You can get samples of filing indexes from the National Archives and Public Records Services or from talking with colleagues from other organizations who might have very well constructed filing indexes.

Activity – Staff Project

For this project, the Trainer should monitor and ensure:

a)  Records staff take a scheduled morning off each day or per week to work on and produce and then assemble the control documents discussed in this lesson.

b) A checklist of the control documents is done for evaluation of completion of tasks. Staff can use the checklist in Lesson.... of this Training Program.

c) These records control documentations should be in place in preparation for a review of records control documentations exercise to be carried out by the National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua

2.1
Inward or Incoming Correspondence Register

An inward correspondence Register can be a book or volume, or  typed forms in hard copy format or electronic format on word document or excell documents or even a database document for the purpose of registering or recordeding details of the incoming record

	Inward Correspondence Register

	(1)

Serial Number
	(2)

Date of Letter
	(3)

Date Received
	(4)

From whom

Received
	(5)

[Agency]

Reference
	(6)

Subject
	(7)

Officer to Whom File Passed, and Date Filed 
	(8)

File Number

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


2.2
Remittance Register
A Remittance Register should be created for purpose of registeration of mail containing valuable items. Likewise, the register must contain a column or section to allow you to monitor what type of action has been taken and what the result of the action has been. 

	Remittance Register

Sheet No __________



	(1)

Serial Number
	(2)

Date Received
	(3)

Remitter’s Name
	(4)

Amount
	3. Cheques Only
	(7)

4. Name and Signature of Officer Opening Remittance

	
	
	
	
	(5)

5. Bank Sort Code
	(6)

6. Cheque Number
	7. 

	
	
	
	
	
	
	

	
	
	
	
	
	
	


NOTE: Entries must not be erased or obliterated. Mistakes must be corrected by ruling through.

2.3
Outward Correspondence Register
An outward correspondence Register can be a book or volume, or  typed forms in hard copy format or electronic format on a word document or excell or even a database document in which are registered or recorded the details of the outgoing records

	Outward Correspondence Register

	(1)

Serial Number
	(2)

Date Received for Despatch
	(3)

Date Despatched
	(4)

Subject
	(5)

Reference Number
	(6)

Addressee


	(7)

Mode of Despatch

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


2.4
Messenger’s Despatch Book

A  sample  form of which is in the forms section of the appendices can be also in hard copy or electronic form on word or excell documents and or a database.

Although, the Messengers Despatch book is highlighted here for despatch of letters there are many instances where, organisations send out huge quantities of stuff such as booklets, brochures and so on. These must also be registered in a despatch book for that purpose.
	Messenger’s Despatch Book

	(1)

Date

Despatched
	(2)

Reference

Number
	(3)

Messenger’s Name
	(4)

Name of

Agency
	(5)

Name and Signature

Of Receiving Officer and Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Lesson 20: Adapting records storage control documentations

Objectives

By the end of the session, you should be able to

· Adapt a range of recordkeeping control documentations for storage of records of your organisation or office.
The aim of this lesson is to:

· Examine a range of recordkeeping control documentations for storage of records of your organisation

Methodology

Trainer and learners go through the following together

Records Control and Storage: Filing and Storage

Filing and storage of records occur soon after records have been created and received. Filing and storage constitute the same activity in that they ensure incoming and outgoing documents or items are systematically stored either in a file folder or in some other container according to a filing system or arrangement.

The filing and storage documentations include:

1. The File Cover

The file cover refers to the official file cover of your organisation that bears the details of the organisation. All documents classed in record groups deemed for permanent preservation in the Disposal Schedule should be filed in an official file bearing details of the organisation.
	OFFICE OF THE HEAD OF THE CIVIL SERVICE


	Vol.

	Number pages serially at top outer corner in blue pencil.

Number minutes serially beginning a new series for each page.

Write minutes on the last page of the last enclosure, if there is space, or on the last page, if the paper is suitable otherwise, insert a minute sheet in the file.
	FILE NO.
PB –

Vol
	

	Name


	

	To
	Page
	Date
	To
	Page
	Date
	To
	Page
	Date

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Authority to send File to Record Room

	
	
	
	
	
	
	Signature of Authorising Officer
	Date


2.
Minute Sheet
All Minutes of Meetings must be registered and listed and or treated as a file. Copies of Minutes should be listed on the Minute Sheet List for control and management of those minutes as well as for access and use and eventual disposal.

	
	___________________________

File Reference

Minute Sheet



	Minute Number
	Meeting Date

	
	

	
	

	
	


3.
File Diary 

A file diary can be a book or volume, or typed (landscape) forms in hard copy format or electronic format on a word document or excel or even a database document in which are registered or recorded details of every file that is created in the office. It is referred to, as a diary due to the fact that it is a document in which information is constantly being entered as and when a file is opened or closed.

	File Diary

	Serial Number
	File Number
	Date Opened
	File Title
	Date Closed
	Previous File Number

	
	
	
	
	
	

	
	
	
	
	
	


4.
File Index

The file index is the document in which is contained the lists of the files or records which are being created and used in the office. A file index is hierarchical in nature. It contains the Division or Office responsible for the records, then subject headings for the file or records classes or series under that heading and identification details for each of the files such as its; file number, file title, part (if it is a second one after the first one has been closed for instance).
5.
File List

A file list is the end product of a File Index and contains finer details about a file or record. This is due to the fact that as files are created using details from the file index, and as more and more documents accumulate in the file and there is a paper build up, a file may be closed. As such new details are added to the details of the file such as closed date, part number, date range and location. The file list is the control documentation that will be used during an appraisal exercise. A sample file list is provided below

6.
 Special Records Lists

Special records such as, aperture cards, blueprints, drawings, maps, posters, brochures, art prints, tracings, books, cassettes, catalogues, checks, vouchers, invoices, clippings, computer printouts, dictated belts, disks, records, CDs, fiche, filmstrips, floppies, legal documents, magazines, magnetic cards, magnetic tapes and motion picture films, tapes, microfilm reels, cartridges, offset mats, offset plates, pamphlets, paper tapes, printwheels, photographs, slides, stencils, tear sheets, video disks and video tapes will require their own separate lists for storage and access purposes due to the nature of their format.

Check that your organisation has special form lists to capture the details of its special records. If there are no such form lists, create appropriate form lists.

Activity – Staff Project

For this project, the Trainer should monitor and ensure:

·  Records staff take a scheduled morning off each day or per week to work on and produce and assemble the control documents discussed in this lesson.

· A checklist of the control documents is done for evaluation of completion of tasks. Staff can use the checklist in Lesson.... of this Training Program.

· These records control documentations should be in place in preparation for a review of records control documentations exercise to be carried out by the National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua

Lesson 21: Adapting records use and access control documentations

Objective

By the end of the lesson, learners will be able to:

· Explain what records use and access control documentations 

The aim of the lesson is to:

· Examine a range of records control documentations for the control of records as and when they are in use and for access purposes.  

Methodology

Trainer and learners go through the following together

Records Use and Access Documentations

While current records and files are stored in either file covers or some other such appropriate storage containers in the office they will be subject to use for business transactions, hence they will be required to be accessed. In most instances, use and access are usually referred to as File Loan and File Movement.

The control documentation for use during this instance include:
1. Records use and access procedures manual

Check that your organisation has a procedures manual outlining the tasks and steps to be taken when using and accessing files from their locations. If there is none in place, create one.
2. Transit File/Records Register

This is a register to control the movement of files or records which are on transit, where they are marked out for circulation and information and communication purposes only to be returned once officers have viewed the file or record. 

The Transit Register can be a book or volume, or typed forms in hard copy format or electronic format on a word document or excel or even a database document. 
It is recommended that the person actioning transit files maintain a control list or register of which files have been loaned out on transit basis. Check that your organisation has such a document in place. If not, create one.
3. Transit File Sheet

This is a sheet which travels with a file, that is on loan . A sample is provided below.
	File Transit Sheet

	Security Grading

(Upgrade as Necessary)
	File Number:

	File Title:

	Index Headings
	
	

	Previous File Number
	Subsequent File Number

	Sent To
	Date
	Sent To
	Date
	Sent To
	Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


4. Transit File Replacement Sheet

This is a sheet containing details of the transit file or record  to be placed in the location of the file or record on loan. This is to indicate that the file or record is out. As soon as the file/record is returned, the copy of thereplacement sheet is removed and the file is returned to its location.
Check that your organisation has such documentation in place. If not, create one.

5. File Loan/Movement Register

This is a register to control the movement of files or records which are on loan to officers who have requested for access to those files or records. The loan Register can be a book or volume, or typed forms in hard copy format or electronic format on a word document or excel or even a database document. 
Records office staff must keep their records up to date to determine the location of every file for which they are responsible.  Each time a file moves, this fact must be registered or recorded in the appropriate documentation and records office of storage.
It is recommended that the person actioning loan files maintain a control list or register of which files have been loaned out. Check that your organisation has such a document in place. If not, create one.
6. File Loan /Movement Sheet

This documentation is for the purpose of accompanying a record or file on loan or on request or for informational dissemination and sharing purposes internally. 
This sheet can be in A4 size and printed in bulk for use when files or records have to be used and accessed. 

A sample File Loan Movement/Sheet is provided below. If your organisation already has such a document in place and you are satisfied with it, you can discard the sample below. However, if your organisation does not have such a documentation in place, ensure you create one.

	File Loan Movement Sheet/Slip

	File number:

	File title:

	

	

	Passed to:

	Location:

	Date:

	Signature:


7. File Loan/Movement Replacement Sheet

This is a copy of the File loan/movement sheet to be placed in the location of the File while it is out to be removed once the file is retuned

This form can either be identified as ‘Replacement’ Sheet or it can be the duplicate of the File Loan Movement form above.
	File Loan Movement (Replacement) Sheet/Slip 

	File number:

	File title:

	

	

	Passed to:

	Location:

	Date:

	Signature:


8. Records Centre Request Form

There will be instances where semi-current records in the care of records centres will be required for use. As such these will be requested. Hence, a Records Centre Request Form.

	Records Centre Request Form

	Box number_____________________     Location:________________________

                                                                   Records Office code number:___________

Agency/Unit:____________________________________________

File number:___________________

File title or description of record required:_________________________________

__________________________________________________________________

Date loaned:____________________

Signature of issuing officer:______________________________

Signature of receiving officer:____________________________

Reminder form sent:________________________

Second reminder form sent:_____________________

Reported to Records Centre manager:_______________________



	Date Returned:_______________________




9. File Census Form

This is a form list of those files or records, which have been borrowed or loaned and not returned.

	File Census Form

Date__________________



	File Reference Number
	File Title
	Location/Officer

	
	
	

	
	
	

	
	
	

	
	
	

	Signed:_________________________         Initialled:___________________________




Activity – Staff Project

For this project, the Trainer should monitor and ensure:

d)  Records staff take a scheduled morning off each day or per week to work on and produce and assemble the control documents discussed in this lesson.

e) A checklist of the control documents is done for evaluation of completion of tasks. Staff can use the checklist in Lesson.... of this Training Program.

f) These records control documentations should be in place in preparation for a review of records control documentations exercise to be carried out by the National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua

Lesson 22: Adapting records maintenance control documentations

Objectives
By the end of the session, you should be able to

· Produce recordkeeping control documentations for implementation when conducting records maintenance programmes.
The aim of this lesson is to:

· Examine a range of recordkeeping control documentations for use when conducting records maintenance programmes at certain stage of the life of records  
Methodology

Trainer and learners go through the following together
Recordkeeping Maintenance Programmes
As current records and files accumulate in the office, their currency should be monitored and assessed to check whether the number of folios is getting thick and more than the required thickness of a file and where the file has to be closed and a new part created. In the case of closed files, they need to be checked for the frequency of usage. 

The documentations to use include:

1. Records Management Procedures Manual

The Records Management Procedures Manual should indicate how often records maintenance programmes should be undertaken and the steps to effect those programmes. Alternatively, your organisation may choose to have a specific Procedures Manual for Records Maintenance Programmes
2. Records Survey List

Where a records survey has been undertaken, a Records survey list of the records of an office must be produced to determine what type of action needs to be taken to certain groups of records. 
3. Disposal Schedule

Disposal schedule programme must be in place to ensure records groups are assessed and the Disposal Schedule consulted regarding the disposal and retention periods of each class or group of records. The result should be a decision as to whether appraisal should be undertaken.

4. Appraisal List

An appraisal list is an item listing of all the files or records of a series. The file or series list is identified and a working copy has to be made of the master copy or list. During appraisal, the records or files are assessed and new lists are created for either KEEP or RETAIN in office or DISPOSAL - DESTRUCTION or DISPOSAL -TRANSFER.
Appraisal List 

Agency/Organisation:
Department of Education

Division:


Teacher Education

Series:



Teacher Education Committee

	 Series Title
	File No
	File Title/Subject
	Part
	Date Range
	Disposal Remarks

	
	
	
	
	
	

	Territory Education
	1-19-6
	Territory Education Board Teacher Education Committee
	2
	1971
	Keep 

	
	1-19-6
	Territory Education Board Teacher Education Committee
	3
	1971
	Keep 

	
	1-19-6
	Territory Education Board Teacher Education Committee
	4
	1971
	Keep 

	
	1-19-7
	Teacher Education Committee – Minutes
	1
	1973
	Keep 

	
	1-19-8
	Teacher Education Committee – Administration General
	1
	1972-73
	Keep 

	
	
	
	
	
	

	Monthly Newsletters
	1-20-74

	Monthly Newsletter January, 1970
	
	1970
	Destroy

	
	1-20-75
	Monthly Newsletter February, 1970
	
	1970
	Destroy

	
	1-20-76
	Monthly Newsletter March, 1970
	
	1970
	Destroy

	

	1-20-77
	Monthly Newsletter April, 1970
	
	1970
	Destroy

	
	1-20-78

	Monthly Newsletter May, 1970
	
	1970
	Destroy

	
	
	
	
	
	

	Primary ‘T’ Stds Tests
	41-10-1

	Primary ‘T’ Stds Test Std. III A1
	
	1964
	Destroy

	
	41-10-2
	Primary ‘T’ Stds Test Std A2

	
	1964
	Destroy

	
	41-10-3
	Primary ‘T’ Stds Test s Std A3

	
	1964-1970
	Destroy

	
	41-10-4
	Primary ‘T’ Stds Tests Std A1
	
	1964
	Destroy

	
	41-10-5
	Primary ‘T’ Stds Tests E3

	
	1964
	Destroy

	
	
	
	
	
	

	In-service  Registration Trust Account
	CF2-1-2
	In-service Registration Trust Account

	35
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	36
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	37
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	38
	1988-1990
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	39
	1990-1990
	Destroy

	
	
	
	
	
	

	Reports
	CR2-2-2
	Reports from Community School Operations
	1
	1975-1991
	Keep

	
	CR2-2-3

	Reports from Provincial Operations
	1
	1975-1991
	Keep

	
	CR2-2-6

	Reports from Publications Section
	1
	1975-1990
	Keep

	
	CR2-2-17
	Reports from Information Section
	1
	1976-1992
	Keep

	
	CR2-2-20
	Reports from Education Services Division
	1
	1979-1992
	Keep

	
	
	
	
	
	

	Submissions
	S-60

	Submission – Tenure for overseas staff
	
	
	Destroy

	
	S-61
	Submission – Machinery fro Review of University Finance
	
	
	Destroy

	
	S-62
	Submission – Women students at UOT
	
	
	Destroy

	
	S-63
	Submission – UPNG Academic Appointments
	
	
	Destroy

	
	S-64

	Submission – Academic Salaries
	-
	
	Destroy


Activity – Staff Project

For this project, the Trainer should monitor and ensure:

g)  Records staff take a scheduled morning off each day or per week to work on and produce and assemble the control documents discussed in this lesson.
h) A checklist of the control documents is done for evaluation of completion of tasks. Staff can use the checklist in Lesson.... of this Training Program.

i) These records control documentations should be in place in preparation for a review of records control documentations exercise to be carried out by the National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua

Lesson 23: 
Adapting records disposal control documentations

Objectives
By the end of the session, you should be able to

· adapt  a range of recordkeeping control documentations for disposal of records of your organisation or office.
The aim of this lesson is to:

· Examine a range of recordkeeping control documentations for use when disposing of records at the records disposal stage of the life of records  
Methodology

Trainer and learners go through the following together
Records Disposal
Records Disposal must take place, otherwise, records will accumulate to an extent where it will be impossible to systematically control them and hence, records becoming a liability to the organisation when they take up space.

Records disposal refers to two actions; disposal by destruction for those records which have no continuing value and disposal by transfer of those records which contain informational value for continuing administrative purposes, or historical research, or legal evidences and so on.
Where and when?

Records Disposal takes place:

a)  At the end of the life of records based on the organisations and or office Disposal or Retention Schedule.

b) After appraisal has been done in line with the organisation’s or office’s Disposal Schedule ratings. 
Records Disposal by destruction

Disposal of records by destruction should be written into the Records Management Policy of the organisation and a procedures manual for the Disposal of Records. Destruction of records can be by means of the following actions: shredding, burning or incineration, burial etc. 
Records Disposal by transfer

Transfer of records is where those records which have been appraised and deemed for transfer are transferred to designated secondary storage or an archival institution. Records to be transferred must be accompanied by documents and lists pertaining to them and their context. Check with the National Archives for conditions for transfer of records.  Procedures for transfer should spell out the state records should be in for the process of transfer. Spelt out in the procedures also should be the types of documents and lists to accompany the records and the steps to be taken to ensure smooth transfer of the records.
Accompanying documentation is necessary for ease of accessioning by an archival institution and also for ease of access and retrieval of the records.
Records Disposal Control Documents
The following are control documentations to use when disposing of records:
1. The Disposal Schedule of the Organisation or office

The PARBICA Disposal Schedule has provided you with a broad sample of a Disposal Schedule. However, you need to ensure that you design a more detailed level sample which will provide you with details to use for disposal of specific records. Check the structure and details contained in this sample and see if you would use this. You can add more details and or modify it to suit your situation. This sample is specific to Finance Management function records, in relation to BANK ACCOUNTS RECORDS.
	TYPE
	ITEM
	DESCRIPTION
	DISPOSAL

	Cheques and associated records
	1
	cheque book/butts for all accounts
	2 years

	
	2
	cancelled cheques
	2 years

	
	3
	dishonoured cheques
	2 years

	
	4
	fresh cheques
	6 years

	
	5
	paid/presented cheques
	6 years

	
	6
	stoppage of cheque payment notices
	2 years

	
	7
	record of cheques opened books
	2 years

	
	8
	cheque registers
	2 years

	
	9
	record of cheques drawn for payment
	6 years

	Bank deposits
	10
	bank deposit books/slips/butts
	2 years

	
	11
	bank deposit summary sheets; summaries of daily banking; cheque schedules
	2 years

	
	12 
	register of cheques lodged for collection
	2 years

	Bank reconciliations
	13
	reconciliation files/sheets
	2 years

	
	14
	daily list of paid cheques
	2 years

	
	15
	unpaid cheque records
	2 years

	Bank statements
	16
	Bank statements
	2 years

	
	17
	bank certificates of balance
	2 years

	Electronic banking and electronic funds transfer
	18
	cash transactions; payment instructions; deposits; withdrawals
	Disposal action in line with paper records

	
	19
	audit trails
	Retain for the same period as the base transaction record


Figure: Sample Disposal Schedule

2. Procedures for Disposal of Records

Check that your organisation has such a document in place. If there is none, the internet will have samples which you can download for use as model or guide. Consult the National Archives and Public Records Services of Papua New Guinea to ensure, your procedures are in line with their requirements.

3. Destruction or Proposal to destroy scheduled Records Form


This is a form comprising details of records deemed to be destroyed which usually accompanies the Destruction of Records List.  A sample form is included below for guide and model.

	Proposal To Destroy Scheduled Records

	To:

Head of Records Centre

From:                 Records Office



Agency/Unit___________________________________________________



_____________________________________________________________



Records Office Code_____________________________________________

Date:      _______________

Please may we have your authority to destroy the records listed below, which are now scheduled as due for destruction?



	Schedule Number
	Title of Series
	Covering Dates
	Number of files/items

	
	
	
	

	
	
	
	

	Destruction is hereby authorised.

Signed ___________________________________________ Date _______________


       Head of Records Centre




4. Destruction of Records list


This is a list of records or files that have been appraised and deemed for 
destruction. A sample list is provided below, however, you may choose to modify 
and or adapt a similar list. Ensure you capture details about the context of the 
records and including individual items in the series. The information may be useful 
for reference purposes.
Appraisal List – Files for Destruction


Agency/Organisation:
Department of Education

Division:


Teacher Education

Series:



Teacher Education Committee

	Series Title
	File No
	File Title/Subject
	Part
	Date Range
	Disposal Remarks

	
	
	
	
	
	

	Monthly Newsletters
	1-20-74

	Monthly Newsletter January, 1970
	
	1970
	Destroy

	
	1-20-75
	Monthly Newsletter February, 1970
	
	1970
	Destroy

	
	1-20-76
	Monthly Newsletter March, 1970
	
	1970
	Destroy

	

	1-20-77
	Monthly Newsletter April, 1970
	
	1970
	Destroy

	
	1-20-78
	Monthly Newsletter May, 1970
	
	1970
	Destroy

	
	
	
	
	
	

	Primary ‘T’ Stds Tests
	41-10-1
	Primary ‘T’ Stds Test Std. III A1
	
	1964
	Destroy

	
	41-10-2
	Primary ‘T’ Stds Test Std A2
	
	1964
	Destroy

	
	41-10-3
	Primary ‘T’ Stds Test s Std A3
	
	1964-1970
	Destroy

	
	41-10-4
	Primary ‘T’ Stds Tests Std A1
	
	1964
	Destroy

	
	41-10-5
	Primary ‘T’ Stds Tests E3

	
	1964
	Destroy

	
	
	
	
	
	

	In-service Registration 

Trust Account
	CF2-1-2
	In-service Registration Trust Account

	35
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	36
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	37
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	38
	1988-1990
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	39
	1990-1990
	Destroy

	
	
	
	
	
	

	Submissions
	S-60

	Submission – Tenure for overseas staff
	
	
	Destroy

	
	S-61
	Submission – Machinery fro Review of University Finance
	
	
	Destroy

	
	S-62
	Submission – Women students at UOT
	
	
	Destroy

	
	S-63
	Submission – UPNG Academic Appointments
	
	
	Destroy

	
	S-64

	Submission – Academic Salaries
	-
	
	Destroy


5. Records Centre Transfer form


A form specifying records to be transferred to a Records centre

	Records Centre Transfer List

Continuation Page No……………….

	Agency :_______________________                 Code ________________________

     Unit_________________________                  Consignment No.___________________

    Record Office:________________________

    Action Category (destroy, review, permanent)___________________________________



	For records centre Use

	Box No.
	Title/Description of Records
	Ref. Nos.
	Covering Dates
	Action Date
	Records Centre Loc. No.

	
	
	
	
	
	

	
	
	
	
	
	


6. Records Centre Transfer Records List


A list of files or records, which will travel with the Records Centre Transfer form to 
the Records Centre

Appraisal List – Keep Files for Transfer to secondary Storage

Agency/Organisation:
Department of Education

Division:


Teacher Education

Series:



Teacher Education Committee

	Series Title
	File No
	File Title/Subject
	Part
	Date Range
	Disposal Remarks

	
	
	
	
	
	

	Territory Education
	1-19-6
	Territory Education Board Teacher Education Committee
	2
	1971
	Keep 

	
	1-19-6
	Territory Education Board Teacher Education Committee
	3
	1971
	Keep 

	
	1-19-6
	Territory Education Board Teacher Education Committee
	4
	1971
	Keep 

	
	1-19-7
	Teacher Education Committee – Minutes
	1
	1973
	Keep 

	
	1-19-8
	Teacher Education Committee – Administration General
	1
	1972-73
	Keep 

	
	
	
	
	
	

	Reports
	CR2-2-2
	Reports from Community School Operations
	1
	1975-1991
	Keep

	
	CR2-2-3
	Reports from Provincial Operations
	1
	1975-1991
	Keep

	
	CR2-2-6
	Reports from Publications Section
	1
	1975-1990
	Keep

	
	CR2-2-17
	Reports from Information Section
	1
	1976-1992
	Keep

	
	CR2-2-20
	Reports from Education Services Division
	1
	1979-1992
	Keep


7. Records Centre Disposal Form


A form specifying records to be transferred to a Records centre suggesting the type 
of action to be carried out, whether to be destroyed or retained for sometime at the 
Records Centre.

	Records Centre Disposal Form

	Records Office: ___________________
Code Number: ______________________



Consignment Number: ________________

The records listed in the enclosed transfer list(s) are now due for action as indicated in the ‘action category’.

Please complete and return the reply slip below.

If we receive no response from you within three months of the date of the report form we will assume that you agree to the action as indicated on the transfer list(s).

Signed: ___________________________________


Head of Records Centre

	Reply Slip

Records Office: __________________
Code Number: ______________________



Consignment Number: ________________

I have considered the records listed on the transfer lists(s) and authorise the following action(s):

1 The records specified should be destroyed*

2 The records specified should be retained for further period of _______ years as the records are still required for official business*

3 I recommend that the records be considered for transfer to the archival institution for permanent retention*

*Cross out which are not appropriate

Signed: ___________________________________

Position: _____________________________Date: ___________________________




8. Records Centre Disposal List


This is the list of files or records to accompany the Records Centre Disposal Form. 
The list of the files will either be for destruction or retention for some time at the 
Records Centre.
Appraisal List – Disposal Action


Agency/Organisation:
Department of Education

Division:


Teacher Education

Series:



Teacher Education Committee

	 Series Title
	File No
	File Title/Subject
	Part
	Date Range
	Disposal Remarks

	
	
	
	
	
	

	Territory Education
	1-19-6
	Territory Education Board Teacher Education Committee
	2
	1971
	Keep 

	
	1-19-6
	Territory Education Board Teacher Education Committee
	3
	1971
	Keep 

	
	1-19-6
	Territory Education Board Teacher Education Committee
	4
	1971
	Keep 

	
	1-19-7
	Teacher Education Committee – Minutes
	1
	1973
	Keep 

	
	1-19-8
	Teacher Education Committee – Administration General
	1
	1972-73
	Keep 

	
	
	
	
	
	

	Monthly Newsletters
	1-20-74

	Monthly Newsletter January, 1970
	
	1970
	Destroy

	
	1-20-75
	Monthly Newsletter February, 1970
	
	1970
	Destroy

	
	1-20-76
	Monthly Newsletter March, 1970
	
	1970
	Destroy

	

	1-20-77
	Monthly Newsletter April, 1970
	
	1970
	Destroy

	
	1-20-78

	Monthly Newsletter May, 1970
	
	1970
	Destroy

	
	
	
	
	
	

	Primary ‘T’ Stds Tests
	41-10-1

	Primary ‘T’ Stds Test Std. III A1
	
	1964
	Destroy

	
	41-10-2
	Primary ‘T’ Stds Test Std A2

	
	1964
	Destroy

	
	41-10-3
	Primary ‘T’ Stds Test s Std A3

	
	1964-1970
	Destroy

	
	41-10-4
	Primary ‘T’ Stds Tests Std A1
	
	1964
	Destroy

	
	41-10-5
	Primary ‘T’ Stds Tests E3

	
	1964
	Destroy

	
	
	
	
	
	

	In-service Registration Trust Account
	CF2-1-2
	In-service Registration Trust Account

	35
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	36
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	37
	1988-1989
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	38
	1988-1990
	Destroy

	
	CF2-1-2
	In-service Registration Trust Account

	39
	1990-1990
	Destroy

	
	
	
	
	
	

	Reports
	CR2-2-2
	Reports from Community School Operations
	1
	1975-1991
	Keep

	
	CR2-2-3

	Reports from Provincial Operations
	1
	1975-1991
	Keep

	
	CR2-2-6

	Reports from Publications Section
	1
	1975-1990
	Keep

	
	CR2-2-17
	Reports from Information Section
	1
	1976-1992
	Keep

	
	CR2-2-20

	Reports from Education Services Division
	1
	1979-1992
	Keep

	
	
	
	
	
	

	Submissions
	S-60

	Submission – Tenure for overseas staff
	
	
	Destroy

	
	S-61
	Submission – Machinery fro Review of University Finance
	
	
	Destroy

	
	S-62
	Submission – Women students at UOT
	
	
	Destroy

	
	S-63
	Submission – UPNG Academic Appointments
	
	
	Destroy

	
	S-64

	Submission – Academic Salaries
	-
	
	Destroy


9. Records Disposal Report


For monitoring and evaluation purposes, a Records Disposal Report should be 
produced either in report table format or in a written format. 

For a report to be specific, measurable, accurate, reliable and timely, accurate data 
should be maintained. As well, details for the purpose of data and reporting 
purposes should be captured by means of a table either in hard copy format such as 
a volume, or printed forms or on electronic format such as an excel or word table or 
a database. A sample table and report format is provided below as guide. You can 
even produce a format to suit your convenience.
Table Format
	
Records Disposal Report

	
	
	
	
	

	Date
	Disposal Action (Destruction/Records Transfer)
	Description
	Quantity
	

	
	
	
	
	



Report Format

1. Title and Date of Report

2. Disposal Action Taken

· Destruction Records (Description and Quantity)

· Transfer Records Description and Quantity)

3. Conclusion

4. Attachments.

Activity – Staff Project

For this project, the Trainer should monitor and ensure:

j)  Records staff take a scheduled morning off each day or per week to work on and produce and assemble the control documents discussed in this lesson.

k) A checklist of the control documents is done for evaluation of completion of tasks. Staff can use the checklist in Lesson.... of this Training Program.

l) These records control documentations should be in place in preparation for a review of records control documentations exercise to be carried out by the National Archives and Public Records Services of Papua New Guinea and the Information and Communication Sciences Strand of the University of Papua

Lesson 24: 
Review and Evaluation of Training Outputs and Outcomes
Objective

By the end of the lesson, you should be able to

· 
List the Recordkeeping Tools and documentations you were trained to use and apply and which you have produced and are implementing in your organisation 
The aim of this lesson is to:

· Conduct a review and evaluation exercise to ascertain which recordkeeping tools and documentations have been produced and are being implemented by officers who undertook the Recordkeeping Training Program

Recordkeeping Tools and Documentations
Having gone through this Training Program, we want to now take stock of which recordkeeping Tools and Documentations you have produced and are implementing in your organisation.

In this training program, the Recordkeeping Tools and Documentations which you have been introduced to and used have been those from:

a) The PARBICA Recordkeeping Toolkit; and

b) Other recordkeeping tools and documentations from the International Records Management Trust and the National Archives and Public Records Services of Papua New Guinea.
A list of those tools is provided below for your use as checklist. Should you have any which have not been included, please include them in this list. 

	1. Creation an Receipt Phase Recordkeeping Management and Control Documentations

	No.
	Title/Description
	Remarks (such as completed etc)

	
	
	

	 1
	Recordkeeping Requirements References Documentations
	

	2
	Records Management Policy
	

	3
	Records Management Procedures Manual
	

	4
	Records Inventory
	

	5
	Administrative Functions Record Plan
	

	6
	Core Functions Records Plan
	

	7
	Records Disposal /Retention Schedule
	

	8
	File Index
	

	9
	Inward  or Incoming Correspondence Register
	

	10
	Remittance Register
	

	11
	Outward Correspondence Register
	

	12
	Messenger’s Despatch Book
	


	2. Records Control and Storage: Filing and Storage

	No.
	Title/Description
	Availability (Yes/No)

	
	
	

	 1
	Records Control and Storage Procedures Manual
	

	2
	File Cover
	

	3
	Minute Sheet
	

	4
	File Diary 
	

	5
	File Index
	

	6
	File List
	

	7
	Special Records Lists
	


	3. Records Use and Access Documentations

	No.
	Title/Description
	Availability (Yes/No)

	
	
	

	 1
	Records use and access Procedures Manual
	

	2
	File Transit Sheet
	

	3
	File Transit Book or List or Register
	

	4
	File Loan Transit Replacement Sheet
	

	5
	File Movement Sheet
	

	6
	File Movement List or Register
	

	7
	File Loan Form Sheet
	

	8
	File Census Form
	


	4.   Recordkeeping Maintenance Programmes

	No.
	Title/Description
	Availability (Yes/No)

	
	
	

	1
	Recordkeeping Maintenance Procedures Manual
	

	2
	The Records Survey List
	

	3
	Appraisal List
	

	4
	Disposal Schedule
	


	5.  Records Disposal

	No.
	Title/Description
	Availability (Yes/No)

	
	
	

	1
	Records Disposal Procedures Manual
	

	2
	The Disposal Schedule of the Organisation or office
	

	3
	Destruction of Records Form
	

	4
	Destruction of Records list
	

	5
	Proposal to destroy scheduled records Form
	

	6
	Records Centre Transfer form
	

	7
	Records Centre Transfer Records List
	

	8
	Records Centre Disposal Form
	

	9
	Records Centre Disposal List
	


Exercise/Activity

The trainer will guide the learners in this exercise. Duration of 2 hours is suggested. For the first hour, a number of options include:

Option 1

Trainer to

1. Give the recordkeeping personnel the first 1 hour to go through each of the recordkeeping action phases individually and conduct a checklist of which Recordkeeping Tools in the checklist have been developed and are being implemented. 

2. During the second hour, the groups can then present their findings to the whole group.

Option 2

Trainer to 
1. Divide the recordkeeping personnel into groups. Each group to be provided a recordkeeping action phase to conduct a checklist of which Recordkeeping tools in the checklist have been developed and are being implemented.

2. During the second hour, the groups can then present their findings to the whole group.

3. It is strongly recommended that the Trainer work through the evaluation process with the records personnel to ensure the outputs and outcomes of the training program have been met. 

Three areas the evaluation should look for and take note of include:

a)
Positive outputs and outcomes or results where certain tools were developed and there is positive effect in recordkeeping tasks and work performance of staff

b) Negative outputs and outcomes or results where certain tools were not developed and there have been little effect in recordkeeping tasks and work performance of staff

c) Improvement opportunities where the staff can suggest opportunities for improvement where projects can be built into their work schedules

4. Trainer will ensure a report is produce at the end of the evaluation exercise. 
Records creation and Receipt 





Records use and access





Records Maintenance 





Records Disposal





Records control and storage





Records which have fulfilled their purposes and no longer have any continuing value.





Records which have fulfilled their purposes and no longer have any continuing value.





Destroy Records





Destroy Records





Current or Active Records in Office of origin or a registry





Semi-current records in Secondary Storage facility





Retain/Keep Records based on retention values





Retain/Keep Records based on retention values





Non-current records or Archives in an Archival Institution


Records containing information content with long term intrinsic, legal, administrative, and historical, research, and evidential etc value.








NUMBER





Non-current records or Archives in an Archival Institution


Records containing information content with long term intrinsic, legal, administrative, and historical, research, and evidential etc value.





Retain/Keep Records based on retention values





Retain/Keep Records based on retention values





Semi-current records in Secondary Storage facility





Current or Active Records in Office of origin or a registry





Destroy Records





Destroy Records





Records which have fulfilled their purposes and no longer have any continuing value.





Records which have fulfilled their purposes and no longer have any continuing value.
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