RECORDS MANAGEMENT GUIDELINE 21
Conducting a File Census

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 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 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

All Records Management Units should carry out an annual file census or stocktake. A file census involves checking the location of every file, and ensuring that the File Register Cards are up to date.

Before you start your file census you should send a circular to all staff asking them to return any files they have to the RMU. It is much easier to conduct a file census if most of the files are held in your records storage area. It may be a good idea to plan to do your file census at a quiet time of year when not many files are in use. 

Try to complete the whole file census in one day. If you take too long to do the census it will become very confusing and difficult to keep track of which files have been located, which ones are in use, and which ones are missing. Of course, if your department has a lot of files it may not be possible to check all of them in one day. You might want to consider asking your Permanent Secretary if some staff from other areas of the department can help you for the day so that you can complete the census quickly.

Getting Started

It is never a good idea to take File Register Cards out of the Records Management Unit. Instead, start by making lists according to where the Register Cards say each file is. At the end of this step you will have six separate lists of files:

· the ‘put away’ list;

· the ‘secondary storage list;

· the ‘archived’ list;

· the ‘destroyed’ list;

· the ‘in use’ list; and

· the ‘search’ list.

If your department does not have a secondary storage space you will only need five lists.

Go through the file movement cards in order, and make lists of all of the files according to where the movement card says each file is:

· If the card says the file in on the shelf or ‘put away’, write its number on the ‘put away’ list.

· If the card says the file is in secondary storage, write its number on the ‘secondary storage’ list.

· If the card says the file has been archived, write its file number on the ‘archived’ list.

· If the card says the file has been destroyed, write its file number on the ‘destroyed’ list.

· If the card says the file has been marked out to an officer, write its file number, along with the name or title of the officer it is marked out to, on the ‘in use’ list.

· If the card says the file is missing, write its file number on the ‘search’ list.

Checking the ‘Put Away’ List

Take the ‘put away’ list, and check that each file listed there is on the shelf or in the filing cabinet. If the file is where it should be, tick its number off that list. When you have checked all of the files, copy the numbers of all the files that were not on the shelf from the ‘put away’ list to the ‘search’ list.

Checking the ‘Secondary Storage’ List

Do the same for the files on the ‘secondary storage’ list. Tick any of the files that are on this list that are where they should be in secondary storage. If any of the files on the list are not in secondary storage, copy the numbers of these files onto the ‘search’ list.

Checking the ‘Archived’ List

Take the list of files that have been archived, and compare them with the lists in your archiving file. There is more information on creating an archiving file in Guideline 22. Tick all of the files on your list that are also listed in the archiving file. If any of the files on your ‘archived’ list are not also listed in the archiving file, copy the numbers of these files onto the ‘search’ list.

All of the File Register Cards for files that you have confirmed as being in the Archives can be taken out of the current File Register and moved to the Archived File Register. There is more information about creating and managing File Registers in Guideline 10. 

Checking the ‘Destroyed’ List

Take the list of files that have been marked ‘destroyed’ and compare them with the lists in your records destruction file. There is more information on creating a records destruction file Guideline 24. Tick all of the files on your list that are also listed in the records destruction file. If any of the files on your ‘destroyed’ list are not also listed on the records destruction file, copy the numbers of these files onto the ‘search’ list. 

All of the File Register Cards for files that you have confirmed as having been destroyed can be taken out of the current file movement register and moved to the destroyed file register. There is more information about creating and managing file registers in Guideline 10. 

Checking the ‘In-Use’ List

Take the list of files that are marked out to officers, and ask each officer if he or she still has the files. If the officer still has the files, tick those files on your list. If the officer does not have the files, ask him or her where the file is and make a note of this on the list. Follow up each location that you have been told about. For example, if an officer tells you that they have passed the file to someone else, go to that person and ask them if they have the file. If an officer tells you that the file has been put away, go to the shelves 
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and see if the file is there. When you find a file make a note of where you found it so that you can update the File Register Card later. Keep checking until all the files have either been found or you have been given no more suggestions on where to find them. Copy any files still not found on your list to the ‘search’ list, and update the File Register for all of the files that you have found. 

Checking the ‘Search’ List

You should now be left with one list – the search list – that has all of the files that you have not yet found. Go to the file storage area and see if any of the files on the ‘search’ list are there. Make a note on the list if you find them and update the File Register Cards later. Do the same in your secondary storage area if you have one.

You should then send a circular to all staff listing the files that have still not been found and asking staff to look for these files. Update the Register Cards for any files that you find as a result of this process.

You can also check the archiving file and the record destruction file to see if the missing files are already listed there. You can find out more about creating archiving and record destruction files in Guidelines 22 and 24. If you find that any files have been archived or destroyed, update the File Register to reflect this.

Finally, mark the Register Cards for all the files you have not found with the word ‘missing’ and the date. You may want to keep a separate list of missing files and check for them from time to time. 
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Conducting A File Census: 	Check each card in the current File Register. Put the numbers for each file on one of these six lists according to where the movement register says the file currently is.
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