RECORDS MANAGEMENT GUIDELINE 24
Deciding Which Records Can Be Destroyed
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 23:  Transferring Records to Secondary Storage

· 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

The National Archives Act says that Ministries must consult with the National Archives before making any decisions about which of its records have ongoing historical value. This means that no government files should be destroyed without first consulting the National Archives. Some records will be important to the government and to the people of Solomon Islands for a very long time and may never be destroyed.
Staff from the National Archives will look at your Ministry’s records before making a decision on which records can be destroyed and which ones will be kept for their historical value. The Archives may need you to provide further information about the records or about the business and responsibilities of your Ministry in order to make a decision about the records. 

The Destroyed Records File

The Archives may advise you that some of your Ministry’s records can be destroyed. Make sure that you get this advice in writing, and that it is clear enough for people to understand exactly which files are involved. Keep this information on a ‘destroyed records’ file. This should be a registered file. If you are using the Administrative Record Plan included with this Manual, the destroyed records file will have the title Information Management – Control – Destroyed Records. Its file number should start with the numbers 03/02, and the third part of the file number will be the next available number in this sequence. For example, if you already have one file that using this heading, the destroyed records file would be file number 03/02/02. 

Keeping a destroyed records file allows you to provide proof that you have had proper authorisation before any government records are destroyed. Remember – never destroy or archive your destroyed records file!

Updating the File Register

Once you have received authorisation to destroy a file, make sure that you update the File Register Card for that file. Write on the card the word ‘destroyed’, the date, the file number of your destroyed records file, and the folio number of the document that authorises you to destroy the file. The File Register Card for each destroyed file can then be removed from the current File Register and put in the Destroyed Files Register. Make sure that you sort the cards so that all of the cards in the destroyed file register – the new ones you are putting in as well as the old ones that were already there – are in the right order. See Guideline 10 for more information on Destroyed File Registers. 

Sometimes the National Archives will arrange to destroy some of your Ministry’s files after you have sent them to the Archives. The Archives’ staff should write to your Ministry with a list of the files that are to be destroyed and seek the Permanent Secretary’s agreement. If the Permanent Secretary agrees that the files can be destroyed, make sure that you receive a copy of the list of files. This list should be placed on the destroyed records file. For each file on the list, find the correct File Register Card in the Archived File Register. Write the word ‘destroyed’ on the card, the date, the file number of your destroyed records file, and the folio number of the document that advises of the destruction of the file. You can then move the File Register Card for that file to the Destroyed Records Register.

Secure destruction of records

No department should destroy any record without consulting the National Archives first. Usually the Archives’ staff will advise you on the best way of destroying the records that it has agreed are no longer needed. The method of destruction should be secure so that no-one can find and read the records.
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