RECORDS MANAGEMENT GUIDELINE 10
File Registers

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 1: Solomon Islands Government Records Management Policy

· 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 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

An important tool for keeping track of all of the files in a Ministry is a File Register. A File Register is different from a File List because gives the complete history of all of the files the department has, not just their names and numbers. With a File Register it is possible to see information about all of the files a Ministry has created, who has looked at each file, and where each file is now. 

File Registers are important accountability tools, as they allow people reviewing the work of an organisation to see which files exist and who saw them. A File Register also shows which files the Ministry used to have but has now destroyed or sent to the National Archives. 

File Registers are also very important tools for the efficient running of a Records Management Unit. They can help staff to find files quickly when they need them, by keeping an up-to-date record of where every file is. 

Every Records Management Unit should have three file Registers:

· The current File Register (usually just referred to as the File Register);

· The Archived File Register; and

· The Destroyed File Register.

Each Records Management Unit should keep its own File Registers, and each File Register should only include files belonging to that Records Management Unit.

The current File Register is explained in more detail below. The Archived File Register is just a separate place where File Register Cards are moved to when files are sent to the National Archives. Similarly, the Destroyed File 

Register is a separate place to store information about files the Ministry once had but have now been destroyed. It is important to keep information about all of the Ministry’s files, even after those files have been destroyed. Keeping an Archived File Register and a Destroyed File Register allows you to account for your actions so that the Ministry can demonstrate that it has handled its files correctly, even if the files are no longer in the Ministry. There is more information about transferring files to the Archives in Guideline 22, and information about destroying files in Guideline 24.
File Registers do not have to be complicated. The simplest and often most effective way of creating a File Register is on paper using index cards that can be bought from stationery shops. 

Creating and Using a File Register

Each time the Records Management Unit creates a new file it must also create a new Register Card for that file. Each file should have its own card that looks like the example below.


[image: image1]
The File Register Card is used to record all of the actions taken with the file. It contains much of the same information as the movement ladder on the front of the file. It is important to have a File Register as well as a movement ladder, however, so that records management staff can see where the file is when it is not in the Records Management Unit. 

File Register Cards should be kept in a secure place in the Records Management Unit, and should be filed in the same order as the files they are used to manage. Every time an action is taken with a file, it must be recorded on the Register Card for that file. This includes:

· Creating new files (see Guideline 11);

· Issuing files to staff (see Guideline 12);

· Closing files (see Guideline 16)

· Noting missing files (see Guideline 21)

· Transferring files to the National Archives (see Guideline 22)

· Transferring files to secondary storage (see Guideline 23); 

· Destroying records (see Guideline 24)

Each time there is an action taken with a file the File Register Card for that file must be updated with:

· the date of the action;

· a description of the action; and 

· the initials of the records management officer who is carrying out the action.

In some cases you will also have to provide a reference number for the action, such as when you are destroying a file or transferring it to the Archives. The relevant Guideline will explain the reference number you need to record when taking these kinds of actions.

Using Computers to Keep a File Register

If your Records Management Unit has a computer you may be able to create a File Register using one of a number of different software programs, such as Microsoft Excel or Access. The File Register is a very important tool, and if you are using a computer to keep your File Register there are some extra things you will need to think about.

· You will also need to have a paper system that you can still issue files when the computer is not working. If you don’t update the File Register on the computer each time you issue a file you won’t be able to find the file when you need it. 

· You will need to have a back-up system for the computer. This involves regularly copying all of the information on the computer and storing the copy somewhere safe, so if the computer is lost or damaged you have not also lost all of the information on the computer as well. Your computer supplier or information technology help desk should be able to advise you on creating and managing back-ups.

· You will need to make sure that the computer system is secure, so that people can’t change the information in your File Register. While it is usually fairly easy to see if someone has changed the information on a paper File Register Card, you may not be able to tell if someone has changed the information in a computer register. This can be very serious if someone wants to cover up illegal actions by destroying a file or making the register look as though the file was never issued to them.

Official Records Managers should think very carefully before using a computer to keep the Ministry’s File Registers. In most cases it is preferable to use a paper card system rather than relying on computers for this very important information tool. 
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