RECORDS MANAGEMENT GUIDELINE 2
Introduction to Records Management for all Solomon Islands Government Officers

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 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
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 before it is no longer 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.
What is a Record?
A record is evidence that something was said, decided or done. A record can be a letter, a minute or memorandum, an email, a note, a completed form, or anything else that shows what someone said or did in the course of government business.
Most organisations make their records into files, as a way of managing their records efficiently. A file is a collection of papers all concerned with one activity. Files should be kept in standard file covers, which keep all of the related papers together, protect them from damage, and make them easier to manage.

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 seek 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.

Recordkeeping Responsibilities of All Government Officers

All Solomon Islands Government employees have a responsibility to follow records management procedures, as instructed by 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. 

Each individual government employee must also comply with the official records management 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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