RECORDS MANAGEMENT GUIDELINE 5
Organising a Records Management Unit
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 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
Like any other part of government work, records don’t just manage themselves. If no one is assigned to do the job, chances are it won’t get done. The best way to manage all of the records of the organisation is to have a properly established Records Management Unit or registry.

Records Management Units need properly trained staff to make sure that government records are well managed. Those staff also need resources and equipment to do their jobs properly. Perhaps most importantly, they also need the support of senior officials who will give them the authority to do their jobs and ensure that all staff in the organisation follow the rules for records management.

Records Management Units need to have the right structure or establishment. Records management staff must have the right skills and experience, and be given enough resources to manage records properly.

Structure
Responsibilities of the Permanent Secretary

Permanent Secretaries and other heads of government organisations are responsible for ensuring that their organisations and staff comply with the Solomon Islands Government Records Management Policy, which can be found in Records Management Guideline 1.
Each Permanent Secretary or organisation head should appoint a senior officer who has overall responsibility for the organisation’s records and who will fulfil the role of the Official Records Manager. The Official Records Manager is not necessarily a full-time post, but may be a set of responsibilities given to the Undersecretary, the Chief Administration Officer or another senior officer. The Permanent Secretary should formally assign the duties of the Official Records Manager to one of these senior officers. The responsibilities of the Official Records Manager should be included in the post’s Job Description, as in the example below:
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THE DEPARTMENT OF HORTICULTURE

MINISTRY of PRIMARY RESOURCES
1.
Post Number:
 DH2/06

2.
Post Title: Undersecretary
3.
Level:
SS1

4.
Responsible to: Permanent Secretary
5.
Scope of Duties:

In close consultation with the Permanent Secretary, implement policies and legislation affecting the Department in coordination with respective Heads of Professional and Technical Divisions 

6.
Duties:

The officer will be required to:

a)
Coordinate and monitor the implementation of the Corporate Plan in close consultation with Heads of Divisions.

b)
Oversee the implementation of projects with Heads of Divisions and other back-up services where and when required.

c)
In consultation with the Permanent Secretary, advise on policy directives of the Government of the day.

d)
Coordinate with Heads of Divisions of the Department’s:
I
Annual Development Budget;
II
Annual Recurrent Budget;
III
Annual Establishment/Manpower needs both for “short term” AND “long term” basis.
e)
On the direction of the Permanent Secretary, draft Cabinet Papers as required.
f)
Act as the Department’s Official Records Manager by:

I
ensuring that the procedures and instructions set out in the Solomon Islands Government Records Management Guidelines are being followed within the organisation;
II
ensuring that the Records Management Unit is properly resourced;
III
ensuring that records management staff have the right experience, skills and training;
IV
liaising with the Government Archivist on the management and transfer of departmental records.
g)
At times and as directed by the Permanent Secretary, act on his behalf whenever he is unavailable at his place of duty.
h)
Any other duties assigned by the Permanent Secretary from time to time.
7.
Selection Criteria – Qualifications and Experience

a)
Degree in Administration or other relevant field

b)
Five years or more in working at senior management level with Government or private sector

c)
Diploma in any relevant field with senior management experience of not less than ten years. 

Responsibilities of the Official Records Manager

The Official Records Manager is responsible for ensuring that the procedures and instructions set out in the Records Management Guidelines are being followed within the organisation. This includes making sure that the Records Management Unit or registry has enough staff to carry out the work, and that staff members have the right experience, skills and training to carry out their tasks. The Official Records Manager must also ensure that the Records Management Unit has enough budget funding to do its work well, and that it is able to have the other resources it needs, such as office space, records storage space and equipment such as filing cabinets, stationery and file covers.

Records Management Units
The Official Records Manager in every government department, board, commission and institution should ensure that the organisation has a formally designated Records Management Unit or registry, and that the Records Management Unit is properly staffed and equipped.

Ideally, each department should have one central Records Management Unit that serves all of the staff of the department, and Official Records Managers should think carefully before deciding on a different structure for managing records in their departments.

If it is not possible to have a central Records Management Unit for the whole department, Official Records Managers might consider assigning records management duties to designated staff within departmental divisions, to oversee the management of files in each division. Where this is the case, it is still the Official Records Manager’s responsibility to ensure that the core records management processes are being carried out for all records within the department. 

In some larger government bodies such as in Ministries, the Records Management Unit is shared between a number of Departments. While this may be necessary because of staff and space shortages, it is not an ideal situation. Permanent Secretaries and Official Records Managers should give careful consideration to employing their own dedicated records management staff and establishing records management units that work for only one department.

If a Ministry has several locations it might need several separate Records Management Units or registries. Having more than one Records Management Unit can make it more difficult to manage records, so Official Records Managers should carefully consider the need for separate units. A Ministry should only need more than one records management unit if:

· different parts of the organisation are located a long way from each other; or 

· some parts of the organisation are really like separate organisations, such as the Prisons Headquarters and the Department of Justice & Legal Affairs.

If a Ministry decides that it needs more than one Records Management Unit, each unit should operate separately. The Records Management Units should not swap files between eachother unless it is absolutely necessary. You can find procedures for looking after files that have come from other records management units in Guideline 17. There will also need to be clear rules made about which records each registry will look after, so that staff know who to speak to in order to find the records that they need. 

Regardless of how many Records Management Units an organisation has, the Official Records Manager must be in charge of all of them. The Official Records Manager must also ensure that the Records Management Units are managing all of the records of the organisation. Records Management Units are not only responsible for personnel or administrative files. They should manage all of the files that the government body has, and files should not be left for other divisions or units to manage themselves.

Key Tasks of the Records Management Unit
Records Management Units are responsible for helping the organisation to ensure that it creates all of the records it needs to do its work efficiently and to account for its actions to others. RMUs also make sure that all of the records of the department can be found when they are needed and are protected from accidental or deliberate damage. 

RMUs do this by doing a number of things such as:

· collecting and distributing the mail;

· using the correct system for giving titles and numbers to files;
· keeping track of where all of the department’s files are; and

· storing files securely.

There is an example of the kinds of duties the RMU might perform each day in Guideline 13 – Daily Procedures for Records Management Staff. 

RMUs maintain some important tools to help them to do these things. These are:
· a File Register;

· a File List; and

· a Record Plan or File Index.

There is more information about each of these tools in Guideline 3. 

Resources
The Official Records Manager is responsible for ensuring that the Records Management Unit has enough money in its budget each year to purchase the equipment and supplies that it needs.

Stationery

Apart from staff, a records management unit needs a range of equipment and materials to perform its work:

· file covers;

· file index cards – for creating file movement registers;

· diaries – for managing the day-to-day operations of the Records Management Unit;

· shelving or filing cabinets – for storing files. Open shelving uses less space than filing cabinets, but is not as secure and would need to be kept in a secure room;

· file tags – for holding papers on files;

· hole punches – for preparing papers to go on files;

· permanent markers – for writing on file covers;

· date received stamps;

· in and out trays;

· binders – for distributing the Float File;

· copies of these Records Management Guidelines;
· organisation charts, phone lists and other documents about the office and its staff – so that mail and files can be distributed to the right person; and

· other general stationery.

Forms

There are a number of forms that are useful in helping to manage a Records Management Unit, and each unit should make sure that it has copies of these forms available when they are needed. 

Forms included in these Guidelines are the :

· New File Request form;

· File Issue Request form; and

· File Movement slip.

The Records Management Unit should also make sure that each division or work area of the department has a copy of the following items:

· The Records Management Guidelines 1, 2, 3 and 4;
· The department’s Record Plan or File Index (see Guideline 3 for information about these documents); and

· An up-to-date File List (see Guideline 3 for information on how to use a File List)

Computers

Computers are not really necessary for a Records Management Unit, as all of the work that needs to be done to manage files can be done with traditional paper records management systems. Computers can, if well managed, make some processes faster. But, if they are not looked after and managed well they can actually make the job harder. Information on a computer can often be more easily lost or accidentally altered than information that is kept on paper, and you won’t be able to do any work at all if the power has gone out or the computer is broken!

If the Records Management Unit does have a computer to assist in its work, it will also need a range of other equipment and stores including:

· a printer;

· supplies of paper;

· supplies of toner for the printer;

· back-up disks, and a secure place to store them;

· surge protectors; and

· virus protection software.

You will also need to make sure that you have enough money in your budget to fix the computer when it breaks.

Photocopiers

One piece of equipment which every Records Management Unit should have access to is a photocopier. A photocopier allows records management staff to circulate copies of documents on float files while the original is safely on the registered file. There are also times when a particular document should be put on more than one file, and a photocopier allows records management staff to do that quickly and easily. Photocopiers need similar supplies as computers, such as:

· supplies of paper;

· supplies of toner; and

· surge protectors.

As for buying a computer, make sure there is enough money in your Records Management Unit budget to have the photocopier fixed if it breaks down.

Office and Storage Space

Records Management Units need to have secure office and storage space so that they can protect the information in their care from damage and theft. There is more information about setting up a file storage room in Guideline 19.
In addition to secure storage and office space, the Records Management Unit will also need benches and pigeon holes for sorting mail, a clear area with a lockable opening to the rest of the office that can be used as a service counter, as well as the usual office desks and chairs for staff.
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