RECORDS MANAGEMENT GUIDELINE 23
Transferring Records to Secondary Storage

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 21:  Conducting a File Census

· Guideline 22:  Transferring Records to the National Archives

· 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

Some departments may have access to a secondary storage space for storing records that are no longer in regular use, but which cannot yet be destroyed or sent to the Archives. Having a secondary storage space can be useful because it can give you more room to file your department’s most frequently used files in the office, or can free up office space for more staff by putting records in areas that are not suitable for offices or that are away from the department’s main office area.

Choosing Secondary Storage Space

When choosing a secondary storage space you should look for the same things you would look for when choosing your main file storage area. Secondary storage areas should be secure, located away from water sources such as toilets and kitchens, have good fire protection and good climate-control equipment such as fans or air-conditioning. Only records management staff should have access to the secondary file store, and you may need to use a key register system like the one described in Guideline 19. This Guideline also gives more information on proper storage arrangements for records.
Files held in secondary storage areas should not be stacked on the floor. Depending, though, on how often you need to access files in secondary storage, it may not be necessary to keep the files in filing cabinets or on shelves. It may be enough to have files bundled or boxed and stacked on pallets – as long as they are not sitting on the floor where they will get wet if there is a flood or other disaster. Storing records in this way is not a good idea, though, if you will need to access them regularly – it could be a very big job to find the file you need if it is on the bottom of a large stack of files. Remember to keep your files in file number order, even when they are in secondary storage. It will be very hard to find the files you need, or to get them ready to transfer to the Archives, if they are not kept in the correct order.

Using Secondary Storage

Secondary storage should only be used for files that do not need to be accessed very often, but cannot yet go to the Archives. Files that have been closed, for example, are usually good candidates for secondary storage. To select records to go into secondary storage you can use a similar process to the one described for selecting files to be transferred to the Archives in Guideline 22. You might choose to regularly move all files that are more than five years old and have not been used for more than two years into your secondary storage area. 

It is often a good idea to move files from the office to secondary storage once a year. It might make sense to move records from your office to secondary storage at the same time that you move files from secondary storage to the Archives. This decision is really up to the manager of your Records Management Unit. You may decide that you only need to move files to secondary storage when you are running out of room in your office storage.
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