RECORDS MANAGEMENT GUIDELINE 1
Solomon Islands Government Records Management Policy

The Solomon Islands Government has produced 25 Guidelines that set out the rules and procedures for Records Management in all Solomon Islands Government agencies. The other Guidelines available in this series are:

· Guideline 2:  Introduction to Records Management for all Solomon Islands Government Officers

· Guideline 3:  Records Management Tools for all Solomon Islands Government Officers

· Guideline 4:  Requesting, Using and Returning Files

· Guideline 5:  Organising a Records Management Unit

· Guideline 6:  Choosing the Right Records Management Staff

· Guideline 7:  Performance Indicators for Records Management Units

· Guideline 8:  Electronic Records

· Guideline 9:  Creating a Record Plan

· Guideline 10:  File Registers

· Guideline 11:  Instructions for Records Management Staff for Creating New Files

· Guideline 12:  Instructions for Records Management staff for Issuing, Tracking and Returning Files

· Guideline 13:  Daily Procedures for Records Management Staff

· Guideline 14:  File Numbering and Titling systems

· Guideline 15:  Mail Handling

· Guideline 16:  Opening and Closing Volumes

· Guideline 17:  Access to Records by Government Officers

· Guideline 18:  Access to Records by the Public

· Guideline 19:  Proper Storage and Handling of Records

· Guideline 20:  Disaster Preparedness and Recovery

· Guideline 21:  Conducting a File Census

· Guideline 22:  Transferring Records to the National Archives

· Guideline 23:  Transferring Records to Secondary Storage
· Guideline 24:  Deciding Which Records Can Be Destroyed

· Guideline 25:  The Solomon Islands Government Administrative Record Plan
All Solomon Islands Government officers should be familiar with Guidelines 1, 2, 3 and 4.

Senior government staff are responsible for ensuring that the records of their agencies are being managed according to all of the guidelines. These staff should also be familiar with Guidelines 5, 6, 7 and 8.

Records Management or registry staff should have access to and be able to refer to all of the guidelines in order to carry out their day-to-day work.

Introduction
Well managed recordkeeping systems are a fundamental pillar of good governance. The Solomon Islands Government is committed to the creation and management of records as evidence of decisions and actions. Good records management is essential to accountability, transparency and efficiency.

Records form the core of an organisation’s corporate memory. If we cannot remember what we did yesterday, how will we know what we need to do today? Remembering what we did yesterday allows us to make sure that we don’t inefficiently repeat steps that have already been taken. It allows us to be sure that all of the required steps in a process have been completed before we move on to the next one, so that the outcome has the intended effect. It allows us to make informed decisions because we remember all of the parts of the decision-making process that have gone before. And, it allows us to tell others what we did yesterday and account for our actions. Records can provide this memory for us.
Good records management means making sure that the actions of all public servants carrying out their official duties have been recorded in an official recordkeeping system. That system should be managed so that the information within it can be found quickly when it is needed. That system should also ensure that the information in it is secure, that no one can tamper with it, and that no one can destroy the information while it is still needed.
All Solomon Islands Public Servants have a responsibility to create records of their actions and to work in an efficient and accountable manner. It is important that senior government officers show their commitment to records management, so that all staff will understand its importance.
This Records Management Policy applies to all Solomon Islands Government bodies, including all ministries, departments, boards, committees and institutes. All Solomon Islands Government employees must abide by the policy.

Legislation and Standards

National Archives Act 1996

The management of all records of the Solomon Islands Government must meet the requirements of the National Archives Act 1996. This Act says that:

· the Government Archivist has the power to examine official records and advise on their care, custody and control;

· official records must be transferred periodically to the National Archives; 

· in some circumstances it is an offence to allow a member of the public to see official records; and

· the Government Archivist is responsible for supervising the selection of records that should be retained permanently by the National Archives.

This means that all government ministries, departments and agencies must:

· take advice from the National Archives on how to care for and manage their records; 

· transfer official records to the National Archives; 

· ensure that they protect their records from inappropriate public access; and

· not destroy any official record without the approval of the Government Archivist, so that decisions can be made about which records should be retained permanently by the National Archives.

International Standard on Records Management

The Solomon Islands Government intends to make continual improvements to its records management procedures with the aim of fully complying with the International Standard on Records Management (ISO 15489). In time, all elements of the Standard will be implemented so that adequate records of the Solomon Islands Government are created, captured and managed.

Other Specific Legislation and Standards

Some areas of government business are carried out according to specific laws and standards. In some cases these laws impose specific recordkeeping requirements on the Government. For example, The Mines and Minerals Act gives members of the public the right to see certain records relating to mining leases. This means that the department responsible for mines must make sure that these records are created, are well kept, and are available for the public to see them. All Solomon Islands Government entities must make sure that they are aware of their specific recordkeeping obligations and are able to comply with them.

Full and Accurate Records
The Solomon Islands Government is committed to keeping full and accurate records of all of its decisions and actions. 

Keeping full records means that all government officers must always make sure that they make records that document all of the work that they do. This includes: 

· making notes of telephone conversations;

· making and filing minutes of meetings;

· printing and filing official emails; and 

· ensuring copies of all official letters, minutes and other communications are recorded in an official filing system.

Keeping accurate records means that all government documents and files must truly reflect what was decided, said or done. This means:

· making notes of telephone conversations quickly so that officers can accurately remember what was said;

· ensuring that meeting participants agree to and sign off on the minutes of the meeting; and 

· ensuring that official emails, letters, minutes and other communications are not altered before they are placed on the file.

Ownership of Government Records
All emails, letters, minutes and other communications sent or received by Solomon Islands Government officials in the conduct of their official duties are government records, and are owned by the Solomon Island Government. All such documents (or copies of them, in the case of outgoing correspondence) must be placed on official government files. 

Any documents or emails created using Solomon Island Government equipment, such as computers, photocopiers, and paper, may also be considered to be official records. Staff should only use Solomon Islands Government equipment to conduct official business, as any documents they create in the workplace may be considered the property of the Solomon Islands Government. Where staff have a compelling reason for using official equipment to carry out their own affairs they should first seek the permission of their immediate supervisor. 

Because all official communications and files are government property, they should never be removed from government premises, unless there is a formal instruction to do this. When it is necessary to take a government document to a meeting outside the government, copies should be taken wherever possible.

Staff should never take official files or documents home or to any other place outside their office. If staff take official files or documents home after they have retired, resigned or been dismissed from government service this might be considered to be stealing.

Responsibilities

Responsibilities of Permanent Secretaries and Other Chief Executives

Permanent Secretaries and other heads of government organisations are responsible for ensuring that their organisations and staff comply with this Policy.

Each Permanent Secretary or organisation head should appoint a senior officer who has overall responsibility for the organisation’s records and who will fulfil the role of the Official Records Manager. The Official Records Manager is not necessarily a full-time post, but may be a set of responsibilities given to the Undersecretary, the Chief Administration Officer or another senior officer. The Permanent Secretary should formally assign the duties of the Official Records Manager to one of these senior officers. The responsibilities of the Official Records Manager should be included in the post’s job description.

Permanent Secretaries and other organisation heads should report on the performance of their records management systems in the organisation’s annual report, using the performance indicators described in the Records Management Guidelines.

Official Records Manager

The Official Records Manager is responsible for ensuring that the procedures and instructions set out in the Records Management Guidelines are being followed within the organisation. This includes making sure that the Records Management Unit or registry has enough staff to carry out the work, and that staff members have the right experience, skills and training to carry out their tasks. The Official Records Manager must also ensure that the Records Management Unit has enough budget funding to do its work well, and that it is able to have the other resources it needs, such as office space, records storage space and equipment such as filing cabinets, stationery and file covers.

Records Management Staff

Records management staff may include Chief Administration Officers, Assistant Administration Officers, Senior Registry Officers, Registry Clerks, or any other officer who is given responsibility for managing the records of a government office. 

Records management staff are responsible for following the procedures that are set out in the Records Management Guidelines. They should also advise other staff in their organisations about correct procedures for managing and handling files and other records. They should advise the Permanent Secretary, through the Official Records Manager, of any suspected breaches of this Policy or the procedures in the Guidelines, and also follow any instructions given them by the Government Archivist or other staff of the National Archives of Solomon Islands.

All Government Officers

All Solomon Islands Government employees have a responsibility to follow records management procedures, as instructed by the records management staff. This includes:

· making and keeping full and accurate records of all of their official actions; 

· creating records that document all formal decisions made by them in their roles as officers of the Solomon Islands Government; 

· making and filing notes of important telephone conversations; 

· making sure that all official documents they make or receive are placed on an official file; 

· handling records with care so that they are not accidentally or deliberately damaged; 

· making sure that information in official records is not released to the public or seen by another officer who is not authorised to see it; and 

· not destroying any official records without a written instruction from the Official Records Manager. 

Records Management Procedures
All Solomon Islands Government bodies, including all ministries, departments, boards, committees and institutes, must follow the procedures and instructions set out in the Records Management Guidelines. If any instruction or procedure in the Guidelines does not meet the needs of a particular government body, the Official Records Manager should consult with the Government Archivist before making any changes to local procedures.

Restructure
From time to time governments make changes to the structure of their ministries, departments and other bodies. This might involve closing an office and giving its responsibilities to another office. Sometimes governments stop providing a service at all, and an office might close with no one to take over its activities.

Where a restructure occurs, it is the responsibility of the Permanent Secretary (or other chief executive) and the Official Records Manager to ensure that the records relating to that office and its work are properly cared for. If a new office is to take over the work of the old office, it must also take over the records that belong to that office. If no new office will be doing the work, the records must be sent to the National Archives.

Relocation
Sometimes departments, divisions, offices or other bodies will move to new office locations. When this occurs, it is the responsibility of the Permanent Secretary (or other chief executive) and the Official Records Manager to ensure that all of the records housed in that building are also moved to the new location. Records must never be left behind in empty offices when a government body moves to a new location.

Compliance and Penalties
All Solomon Islands Government bodies and their staff must comply with this Policy, and with the procedures and instructions set out in the Records Management Guidelines. The Public Service Department and the National Archives of Solomon Islands may choose to publicly report on serious breaches of the Policy by government offices.

Each individual government employee must also comply with the Policy and procedures. Permanent Secretaries should consider formally disciplining staff who do not comply. In particular, deliberate tampering, alteration, damage or destruction of files that is not in accordance with this Policy is a serious breach of proper public service conduct and should be punished accordingly.
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