RECORDS MANAGEMENT GUIDELINE 9
Creating a Record Plan

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 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.

Creating a Record Plan
If a Ministry is thinking about creating a new File Index, it should change to a new style of system for naming and numbering files, called a Record Plan. 

A Record Plan is a little bit different to the File Indexes that have been used in the past. A File Index gave the names of all the files which the registry had available, and staff could usually only choose one of the files on the list for the document they need to put away.

A Record Plan gives part of the title of each file, but it lets staff, in consultation with the records management staff, choose file titles that suit the topic of the file. This should mean that staff don’t need to put lots of unrelated material on the same file. Instead, you can create a file that is more specifically about the work that you are doing. 

A Record Plan is designed to help a Ministry to create titles for its administrative files so that everyone can understand what each file is about. Good file titling makes it easier for staff to see if there is already a file on the subject they need. If everyone understands the file’s title it is easier to make sure that staff don’t create new files when the right file is already available. It is also easier to make sure that all of the information about a topic is in the one place, so that you have the whole history of the process on one file.

Record Plans describe the functions and activities of a Ministry and the types of records that might be created while these functions and activities are being carried out.
Functions and Activities

If we don’t do any work, we don’t have any records, because records are created to document the work that we do. It makes sense, then, to organise our records in a way that reflects the work our organisations are set up to do. A Record Plan sets out all of the functions and activities that an organisation performs in order to predict the kinds of records it will need to create. 

There are some functions that every department carries out from time to time, such as managing staff, budgets and equipment and liaising with external people and bodies such as members of the public and international organisations. A Record Plan has been included in this Guideline 25 for these common functions that all departments can use. 

Each Ministry also has its own core business functions that no one else carries out. For example, only the Ministry of Foreign Affairs issues passports, and only the Institute of Public Administration and Management develops training for all of the public service. Many Ministries will have three or four core functions for which they will need to develop their own Record Plans.

Functions are broad headings that describe the things an organisation does. For example, the Ministry of Finance and Treasury has functions that would include taxation administration, government budgeting, debt management and financial regulation. The Ministry of Communication, Aviation and Meteorology has functions that might be described as telecommunications regulation, airspace management and meteorological observation. 

Activities are the processes a Ministry or other organisation carries out to implement its functions. For example, the Ministry of Communication, Aviation and Meteorology might regulate telecommunications by issuing broadcasting licenses, researching technological developments and monitoring compliance with television content rules. 

Researching the Ministry’s Functions and Activities

To create a Record Plan we need to think about the functions and activities that the Ministry is responsible for. There are some sources that you can use to give you some ideas on what the functions of a Ministry might be.

Legislation, annual reports, and corporate plans usually describe the broad areas of work that an organisation does. For example, the National Archives Act says that the National Archives is responsible for the preservation of archival records and the publication of guides and catalogues. These two areas might be called two of the functions of the Archives.

Activities are the tasks an organisation carries out to fulfil its functions. For example, to publish guides and catalogues the National Archives researches the kinds of records it has, drafts text for a guide and arranges to have it printed.

Based on this information, part of a Record Plan for the National Archives might look like the example below.

	07
	Guide Preparation

	
	The function of researching the records in the National Archives’ collection and preparing information that will help members of the public to find the records that they need.



	07/01
	Guide Preparation – Research 

	
	Includes records documenting the research process including copies of surveys and survey results, correspondence seeking information or other inputs from local and overseas institutions, and minutes of meetings or focus groups that discuss the research topic.



	
	The third section of the title should describe the kind of research being conducted. If the project has been given a particular title, you may wish to use that title. For example:

· 07/01/01 Guide Preparation – Research – survey of types of land records held by the Archives




One of the most important sources of information about the work of your Ministry will be the staff themselves. Talk to staff about the work that they do and the processes they use to do it. Try to talk to staff at all levels of the organisation. Senior staff will have a broad view of the whole organisation and how it fits together, and can help to define its functions. More junior staff have a good understanding of the processes the organisation uses, and will be able to help you understand all of the activities that make up each function.

Tips on Developing a Record Plan

Developing a Record Plan can be a complex and daunting process. Don’t worry too much about doing a perfect job. Remember that the main aim of a Record Plan is to help staff in the Ministry come up with file titles that they will understand so that they can find the file again they need when they need it. With this in mind try to remember that:

· The headings in your Record Plan will be used to make unique numbers for each of your Ministry’s files. You need to number each of your function headings so that you do not use the same number twice. If you are also using the Administrative Record Plan included in Guideline 25, make sure you number the first of your department’s own function headings as number 7, as in the example above.

· Don’t spend time on administrative functions that all organisations do, like financial management or external relations. Consider using the Administrative Record Plan included in Guideline 25 instead.

· Some activities are carried out to perform more than one function. For example, you will notice in the Administrative Record Plan that the activity ‘Meetings’ is included for all of the function headings. If your Ministry uses the same activity for many functions you can use the same activity description many times. You can also copy activity descriptions from the Administrative Record Plan.
· When you decide on your function headings, try to describe them so that they don’t overlap. Overlaps can mean that staff won’t know which heading to use and may use the wrong file. For example, having a function heading of Primary Industries as well as a function heading called Forestry might be confusing, because Forestry is a type of Primary Industry. 

· Try to make sure you have included all of the activities in each function. If parts of a process are left out staff may not be able to find a file to put their documents on, and may put records on the wrong file or not file them at all.

· Finding the right ‘level’ to describe your functions at can be tricky. If you describe functions at too high a level you will end up with all of your files having the same heading in their titles, and staff may have trouble choosing the right title. For example, all of the work of the Ministry of Health and Medical Services could come under a heading of Health Management. This would not be very much use for file titling, though, and you might want to think about describing the functions at a lower level, such as Hospital Administration, Medical Education, Practitioner Regulation and the like. 

· Similarly, describing functions at too low a level can be confusing because staff will have too many files to choose from. For example, the Function heading of Resources Management in the Administrative Record Plan could be split into sub-headings of Vehicle Management, Building Management, Equipment Management and Technology Management. This would make the Record Plan much more complex, and is not really necessary for most Solomon Islands Government agencies.

· If you are having trouble developing your Record Plan, organisations such as the National Archives of Solomon Islands or the Institute of Public Administration and Management may be able to give you some advice.
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