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A	FOREWORD


	The Ndlambe Municipality keeps information resources to support its 	operations, as well as to fulfil legal and other obligations. In order to 	support continuing service delivery and provide the necessary 	accountability, the Municipality should create and maintain authentic, 	reliable and usable records. Sound records management is 	fundamental for good governance and effective and efficient 	administration by the Municipality.  It forms a basis for formulating 	Municipal policy, managing resources and delivering of services to the 	public.  Sound records management also provides a basis for 	accountability and protecting the 	rights of individuals.  The Municipality 	must ensure that the integrity of the records is protected for as long as 	they are required as evidence of business operations by managing the 	information resources in terms of 	the policy guidelines contained in the 	Provincial Archives and Records Service of the Eastern Cape Act (No.7 	of 2003).

	The Municipality established the Records Management Policy contained 	in this document in order to accomplish this and to link its own unique 	processes and procedures to the requirements of the Provincial Archives 	and Records Service of the Eastern Cape Act.  This policy is not only in 	line with the Act, but also linked to the Municipality’s overall mandate and 	mission objectives;  and will ensure that all records of the Municipality 	receive appropriate physical care,  are protected by appropriate security 	measures and are managed in terms of the provincial archival 	guidelines.  The policy will assist municipal employees to follow sound 	records management practices.  

	The policy document will be retained by the Records Administrator of the 	Municipality and will be updated with such amending or additional 	instructions as are made available by the Eastern Cape Archives 	Services from time to time.  The Records Administrator will ensure that 	the information in this document is communicated to all Municipal staff 	who create records.

	It is imperative that all municipal employees who create records and 	use existing records, become conversant with the Policy and apply the 	stipulations contained therein.  The success of the municipal archival 	system depends on the on its users and an appeal is made on your 	positive support and compliance.







	
B	DEFINITION OF TERMS 

	REFERENCE IN THE REPORT
	DESCRIPTION

	
Act
	
Provincial Archives and Records Service Act No. 7 of 2003

	
Appraisal
	
The process of determining the value and thus the final disposal of records and the decision regarding the preservation requirements of each record or series of records

	
Archival value
	
Those values, administrative, fiscal, legal, evidential and/or informational, which justify the indefinite or permanent retention of records.

	
Archives
	
Records in the custody of an archive’s repository.

	
Archives repository
	
The building in which records with archival value are preserved permanently.

	
Case files
	
The most detailed (or specific) division in a file plan that creates a separate file for each person, place, institution or item, etc.

	
Closed volume
	
1)Volumes of records in a current paper-based file plan that have reached a thickness of 3cm or have become full, after which a new volume has been opened.
2)In an electronic system a folder which was segmented into parts.

	
Correspondence system
	
A set of paper-based and electronic communications and associated documents, sent, received, generated, processed and stored during the conduct of business.

	
Current records
	
Records that form part of a records classification system still in use.

	
Custody
	
The control of records based upon their physical possession.

	
Disposal
	
The action of either destroying/ deleting a record or transferring it into archival custody.

	
Disposal authority
	
A written authority issued by the National/Provincial Archivist specifying which records should be transferred into archival custody or specifying which records should be destroyed/deleted or otherwise disposed of.

	
Disposal authority number
	
A unique number identifying each disposal authority issued to a specific governmental body.


	
Disposal instruction
	
The specific instruction regarding disposal authority issued to a specific governmental body

	
Electronic Document Management System
	
A system that provides the ability to capture, describe and categorise, store and retrieve, share and reuse electronic documents regardless of specific format.

	
Electronic records
	
Information which is generated electronically and stored by means of computer technology.

	
Electronic records management system
	
A (normally out-of-the-box-) electronic system that contains business rules to manage records to ensure that they are authentic and reliable electronic records management applications

	
Ephemeral records
	
See non-archival records

	
File plan
	
A pre-determined classification plan by which records are filed and/or electronically indexed to facilitate efficient retrieval and disposal of records.

	
A File
	
Means a series of documents in a file cover which are related in content.

	
File reference
	
A unique identifier for a file.  This can be a numerical, alphanumerical or alphabetical identifier.  It is used to link a records to its specific subject file and subject grouping.

	
Filing system
	
The collective noun for a storage system (like files, boxes, shelves or electronic applications and storage systems) in which records are stored in a systematic manner according to a file plan.

	
A file tracking system
	
Means a bar code and scanner “type technology (like the one used by libraries which is used to capture and records the movement of files within the organization.

	
Folder
	
1)An organized arrangement of records on the same subject accumulated in chronological order within the same cover/container.
2)The physical action of allocating file reference numbers to records and placing them inside the cover/container.

	
Functional subject file plan
	
A pre-determined logical, systematic and hierarchical structure based on business’ functions that are then used to determine subject groups and subjects according to which records are file and/or electronically indexed.  Its purpose is to a) facilitate efficient retrieval and disposal of records; and
b) to link the records back to the functions, activities and transactions that generated them.

	
Governmental body
	
Any legislative, executive, judicial or administrative organ of state (including a statutory body) at the national level of government and until provincial archival legislation takes effect also all provincial administrations and local authorities.

	
Head of a governmental body
	
The chief executive officer of a governmental body of the person who is acting as such.

	
Integrated Document and Records Management System
	
A system that supports the medium to long term information needs of a governmental body.  It provides functionality over and above that of an electronic document management system to preserve the security, authenticity and integrity of records to enable the permanent preservation of records.

	
MFMA
	
Municipal Finance Management Act (Act No 56 of 2003)

	
Non-archival records
	
Records with a short-lived interest or usefulness

	
PARS
	
Provincial Archives and Records Service. Eastern Cape

	
PFMA
	
Public Finance Management Act (Act. No. 1 of 1999)

	
Public records
	
Refers to all recorded information that relates to the transaction of government business, regardless of physical form.   This includes records that are created, received, deposited or held by a government institution.

There two types of public records that need to be managed by government institutions i.e. administrative and operational.

Administrative records pertain to routine activities carried out by an institution which do not relate to its mandate.
Operational records relate to specific operations and services provided by an institution in carrying out the functions for which it is responsible.

	
Record
	
1)Recorded information regardless of form or medium.
2)Evidence of a transaction preserved for the evidential information it contains.

	
Recording
	
Anything on which sounds or images or both are fixed or from which sounds or images or both are capable of being reproduced, regardless of form.

	
Record classification system
	
A plan for the systematic identification and arrangement of business activities and/or records into categories according to logically structured conventions, methods and procedural rules represented in the classification system.

	
Record keeping
	
Making and maintaining complete, accurate and reliable evidence of official business in the form of recorded information.

	
Record keeping system
	
A collection of policies procedures and systems, which capture information according to a records classification system, manage, store and provide access to records and their context overtime.

	
Records other than correspondence systems
	
Records that do not form part of  a correspondence file, or a case file e.g. registers, maps, plans, electronic records, audio-visual records, etc.

	
Retention period
	
1)The length of time that records should be retained by governmental bodies before they are either transferred into archival custody or destroyed/deleted.
2) In an electronic document management system, the length of time a record is kept online before it is moved to near-line or off-line storage in a hierarchical storage management system.






















C        ACRONYMS


	REFERENCE IN THE REPORT
	DESCRIPTION

	DSRAC
	Department of Sport, Recreation, Arts and Culture

	ERDMS
	Electronic Records and Document Management Systems

	HOD
	Head of Department

	MEC
	Member of Executive Council

	PARS
	Provincial Archives and Records Service

	PFMA
	Public Finance Management Act (Act. No.1 of 1999)

	SETA
	Sector Education and Training Authorities






































2

1. INTRODUCTION

Records are a way of documenting the activities of any organization and are thus essential for the effective management of an organization.  Records are evidence of business transactions and must be properly managed through records management principles and practices.  Some governmental bodies are unable to produce relevant performance information when required by Auditors of for any administrative purposes because of the unavailability of records that have been created.

Good record keeping is essential to governmental accountability, transparency, as well as access to information.  Records are indispensable to conduct official business. They provide evidence of what a Governmental Body has done; the dealings with
 individuals and other bodies; how it conducts its business, and why it took certain decisions.  It is also critical to the efficient operations of the day-to-day business of government.

Whilst technology and digitisation are enablers of efficient document management; records still serve as the basis for institutional accountability and compliance with the legislative requirements including the development of corporate memory for governmental bodies.  The ability of Governmental Bodies and all other Public Services Organisations to generate and produce records when required for purposes such as (reference, investigations or audit purposes) are one of the means of demonstrating accountability and transparency regarding the utilization of state resources.

The Eastern Cape Department of Sport, Recreation, Arts and Culture and in particular the Provincial Archives and Records Services is required to champion the development and implementation of a Provincial Records Management Policy as it is within the mandate to play an oversight role on all record management matte

2. PURPOSE

	The Ndlambe Local Municipality is a governmental body and as such create 	and receive public records. The records form the administrative foundation and 	the corporate memory of the organization. This policy defines the legislative 	and governing framework, roles and responsibilities.

	The policy applies to all records irrespective of form or medium, and by 	implication includes both physical and electronic records. The purpose of this 	policy is to act as a guideline and manual to manage all records in a well-	structured record keeping system in the Ndlambe Local Municipality, in order 	to: 





· guide the Province of the Eastern Cape in carrying out its records management activities in a way that maintains the records’ authenticity, accuracy, integrity and reliability;
· provide a well-structured records management system within governmental bodies;
· ensure that records that are in the possession and control of government bodies meet the legislative requirements, in terms of preservation and documentation of historical documents, government decision and reporting on service delivery amongst others;
· ensure that the provincial records in all formats are managed in an integrated manner from the receipt, creation, organization and disposal;
· promote transparency accountability and good governance through sound records management practices in all governmental and non-governmental bodies within the Eastern Cape Province.

3. SCOPE AND APPLICABILITY

This Policy Framework covers the management of records (formats paper, electronic, microfilm, photographs, email, etc.) managed by government bodies and is applicable to all legislative, executive, judicial or administrative organs of state (including a statutory body) in the provincial government.

4. PROBLEM STATEMENT

	In preparing for the development of a new Provincial Policy for Records, the 	following challenges and solutions have been identified. Following intensive 	consultations regarding the key challenges, identified and agreed solutions will 	then inform the context and the contents of the new Policy.

5. POLICY OBJECTIVES

	It is the responsibility of the Municipal Manager of the Ndlambe Local 	Municipality to ensure that all records of the municipality receive proper care, 	are protected by appropriate security  measures and are managed in terms of 	the records management policy of the municipality.


6. RELATIONSHIP WITH OTHER POLICIES

	6.1	Ndlambe Municipality’s Records Management Policy consists of this 		policy as well as additional parts that cover the unique nature of the 		broad 	spectrum of records generated by Ndlambe Municipality.  These 		policies are managed by the Records Administrator.  The following parts 		exist:

· Email Policy;
· Electronic Records Management Policy (to be developed)


	6.2	Other policies that are closely related to Records Management Policy 		are:

· the Network Security Policy that includes an Information Security which is managed by the IT Manager;
· the Internet Usage Policy which is managed by the IT Manager; and the 
· Promotion of Access to Information Policy which is managed by the CIO and Deputy CIO.


7. STATUTORY AND REGULATORY FRAMEWORK

Sound records management exists within the same regulatory framework that requires and governs good governance, accountability and transparency.  Efficient records management practices are imperative if the municipality wants to give effect to the provisions of the Acts mentioned  below.  The statutory and regulatory framework in which sound record management is founded is the following:

The Constitution of the Republic of South Africa (Act No 108 of 1996)

Section 195 of the Constitution provides amongst others for the:
· Effective, economical and efficient use of resources;
· provision of timely, accessible and accurate information; and requires that
· the public administration be accountable.

	National legislation enacted to give effect to the provisions in this section is the 	following:

	The National Archives and Records Service of South Africa Act (Act No. 	43 of 1996, as amended)

	Section 13 of the Act contains specific provisions for efficient records 	management in governmental bodies.  It provides for the National Archivist :–
· to determine which record keeping systems should be used by governmental bodies;
· to authorize the disposal of public records or their transfer into archival custody; and 
· to determine the conditions - according to which records may be microfilmed or electronically reproduced; according to which electronic records systems should be managed.

	The National Archives and Records Service of South Africa (R158 of 20 	November 2002)

· Part V: Management of Records contains the specific parameters within which the governmental bodies should operate regarding the management of their records.


	The Provincial Archives and Records Service Act (Eastern Cape) No.7 of 	2003 Section 13: (2) Management of public records

· No public record under the control of a governmental body must be transferred to an archives repository, destroyed, erased or otherwise disposed of without written authorization of the Provincial Archivist.


	The Public Finance Management Act (Act No.1 of 1999) and the Municipal 	Finance Management Act (Act No. 56 of 2003)

	The purpose of the Act is to regulate the financial management in the public 	service and to prevent corruption, by ensuring that all governmental bodies 	manage their financial and other resources properly.

	The Promotion of Access to Information Act (Act No. 2 of 2000)

	The purpose of the Act is to promote transparency, accountability and effective 	governance by empowering and educating the public:-
1) To understand and exercise their rights;
2) To understand the functions and operation of public bodies; and
3) To effectively scrutinize, and participate in, decision-making by public bodies that affects their rights.
	As far as the Promotion of Access to Information Act is concerned, the definition 	of a record is similar to that in the National Archives and Records Service Act, 	namely “recorded information regardless of form or medium”.  Governmental 	bodies cannot refuse access on grounds that a record is in an electronic form 	(including an e-mail).   This implies that an electronic record (including an e-	mail) like any other record should be managed in such a manner that is 	available, accessible, and rich in contextual information.  By implication 	electronic records (including e-mails) should be managed in proper record 	keeping systems and the disposal of electronic records (including e-mails) 	should be documented and executed with the necessary authority.

	The Promotion of Administrative Justice Act (Act No.3 of 2000)

	The purpose of the Act is to ensure that administrative action is lawful, 	reasonable and fair and properly documented.

	The Promotion of Administrative Justice Act imposes a duty on the state to 	ensure that administrative action is lawful, reasonable and procedurally fair; and 	everyone whose rights have been adversely affected by administrative action 	has the right to be given written reasons for such an action.  A person who is of 	the opinion that his/her rights have been materially and adversely affected by 	administrative action may request that he/she be provided with reasons for such 	an action.  If an administrator to whom a request was made fails to furnish 	adequate reasons for administrative action, because the history of that action 	was documented in e-mail messages or records that were destroyed, it could 	be presumed that the administrative action was taken without good reason.  	The administrator then runs the risk of legal action being taken against him/her 	or his/her organization.  Relating this back to the management of records – 	unauthorized destruction of records (including e-mail) could be considered a 	deliberate action to conceal the reasons for administrative actions.  Any 	destruction of public records should be done in accordance with a written 	disposal authority issued by the National Archives and Records Service or its 	provincial equivalents.  Governmental bodies should do a risk assessment to 	determine the risk of not managing their records (including e-mail) properly 	against the risk of being held accountable for unreasonable administrative 	actions.

	The Electronic Communications and Transactions Act (Act No.25 of 2002) 

	The purpose of the Act is to legalize electronic communications and 	transactions, and to build trust and confidence in electronic records.

	According to the Electronic Communications and Transactions Act data 	messages are legally admissible records, provided that their authenticity and 	reliability as true evidence of a transaction can be proven beyond any doubt.  	The evidential weight of the electronic records (including e-mails) would depend 	amongst others on the reliability of the way the messages were managed by 	the originator and the receiver.  Should bodies not have a properly enforced 	records management and e-mail policy and a reliable and secure 	recordkeeping system, they run the risk that the evidential weight of their 	electronic records (including e-mails) might be diminished.

	Besides the above mentioned acts several other laws compel governmental 	bodies to manage information and records so that they are readily available 	and accessible when needed.  The legislation and standards mentioned above 	are generally applicable to all governmental bodies.

	The Promotion of Personal Information Act No. 4 of 2013

	It is aimed to promote protection of personal information and regulates how the 	information is processed by the public and private bodies.  To protect personal 	data from theft misuse and malicious activities.

	It outlines the conditions to which any person or organization that processes 	sensitive data must adhere to.

8.	APPROACH TO PROVINICIAL RECORDS MANAGEMENT

It is the responsibility of each institution to ensure that they develop policies and procedures in relation to the management of all records and these must be compliant to the directives as stipulated in the Policy Framework.





9.	MANAGEMENT OF RECORDS

The Department of Sport, Recreation, Arts and Culture will be responsible for the monitoring, evaluation and implementation of the policy.  The policy will be monitored using targets and appropriate indicators.  All stakeholders will continue to be informed of the progress regarding the implementation and institutionalization of the policy.

9.1	Creation and classification of records

	All records generated by governmental bodies are classified, arranged, 	and described in line with records classification systems determined by 	the Provincial Archives and Records Services.
	To ensure that information can be identified and retrieved when 	required by providing well-structured records classification systems.
	
	Approved Filing Plans
	i)	Correspondence systems

		Only the approved Ndlambe Local Municipality’s File Plan shall 		be used for the classification of paper-based and electronic 			(including e-mail) records.

		Specific procedures for the allocation of file subjects and 			reference numbers to electronic records are contained in the 		Ndlambe Local Municipality’s filing system.

		All correspondence (paper, electronic, e-mail) should be allocated 		reference numbers according to the approved subjects in the File 		Plan.	
		
		When correspondence is created/received for which no subject 		exists in the File Plan, the Records Manager should be contacted 		to assist with additions to the File Plan. Under no circumstances 		may subjects be added to the File Plan if they have not been 		approved by the Records Manager.  

	ii)	Records other than correspondence systems

· Schedule for records other than correspondence systems

The Records Manager (Manager: Administration) maintains a schedule of all records other than correspondence systems.  The schedule contains a description of  each set of records other than the correspondence systems and indicates the storage location and retention periods of these records regardless of format.

Should records be created/received that are not listed in the schedule, the Records Manager (Manager: Administration) should be contacted to add the records to the schedule.

	iii)	Retention Schedule

		A retention schedule defines how long records must be kept, 		when the records can be securely destroyed, or when they should 		be archived permanently.

	iv)	Promotion of File Plan Implementation

		The promotion of File Plan implementation in Registry involves 		several key steps to ensure effective and efficient management 		of records namely; 	
· understanding the purpose, 
· enables control and management 
· ensures continuous improvement
· ensures compliance with legislative and regulatory frameworks

	Filing Systems
	i)	Alphabetical
		The alphabetical filing method uses the letters of the alphabet to 		determine the order in which a record is filed.

	ii)	Alpha Numerical
		The alphanumeric filing is a systematic method for organising 		documents, which includes both letters and numbers.
		
	iii)	Numerical
		The numerical filing method are filed and retrieved by number.
		
	The case files are managed as part of the List of Series of Separate 
	Case.

9.2	Electronic Records
	
	The Ndlambe Local Municipality shall ensure that all electronic records 	are managed according to the requirements of the Provincial Archives 	and Records Service and good governance.  Determine the conditions 	subject to which records may be microfilmed or electronically produces. 	Determine Conditions subject to which electronic records systems 	should be managed:
· Compliance
· ISO Standards
· Synchronization with paper-based system
· Systematic disposal
· Authenticity
· Integrity



9.3	Custody and Preservation

	The greatest care must be exercised in handling of records:
· Damage through handling,
· Fire and fire prevention measures
· Water
· Pests and plagues
· Light
· Records generated on behalf of the institution

9.4	Access to Records

	Compliance in terms of PAIA, PAJA and Audit purposes.  It is of utmost 	importance that governmental bodies and the Archives and Records 	Service know where records are located at any given time, to give effect 	to the provisions of the Promotion of Access to Information Act, 2000 	and the Promotion of Administrative Justice Act 2000.

	Ensure that information is retained as long as required and is readily 	accessible but also that the right information is being created in the first 	place in order to document accurately the decisions being made or 	transactions undertaken.

9.5	Security and Protection

	A detailed account of preventative measures for records being protected 	from any damage is contained in the Registry Procedure Manual.  	

	Aspects requiring attention include the following:  

· General Physical Security

The Department Corporate  Services is the custodian of general correspondence, Council Agenda’s, Minutes, Security Documents,  Personnel Files etc.  As such, it obligates staff to take the necessary measures to ensure that these documents records are protected.  The purpose of a Disaster Recovery Plan is to ensure that a plan of action is in place and ready to be implemented; in the event that the Department is struck by a disaster( for example fire, water, pests, extreme temperature and humidity, light, dust, handling, unauthorized removal etc.)

· Control over the removal of resources from their place of custody or from the control of the responsible person

			To ensure the security of records,  control measures utilizing a 			control system for in and out files and kept to minimum.  An 				Electronic Documents Records Management System is in place 			to route records electronically hereby minimizing the movement 			of files.  To ensure that records are not removed from their place 			of custody or from the control of the responsible persons.

· Protection against unauthorized access

			To prevent unauthorised removal of records the Records 				Manager should ensure that measures are in place to prevent 			unauthorised persons from having access to the Registry and 			records storage areas during or after office hours.  These include 			precautions to prevent unauthorized entry from outside by burglar			proofing all windows accessible from the street.  A counter to 			separate the Registry work area from the entrance to prevent 			entry of unauthorised persons.  The Records Administrator  				controls the keys to the Registry and records storage areas.  Staff 			from other sections or divisions should not have access to the 			records.  All personnel files are under the control of both the 				Human Resources Section and Registry Section,  no other 				access is allowed.
			
· Maintenance of the integrity of records which means that the records should be protected against alteration or deletion

			In order to protect the Municipal records against alteration or 			deletion control measures are implemented on both physical and 
			Electronic records.

· The specific concerns regarding electronic information

It is imperative that the Records Manager, in conjunction with the Information Technology component of the Municipality, ensures that a systematic back-up procedure is in place to prevent the partial or total loss of electronic records.  In order to ensure proper control over software and especially to prevent pirated software from getting onto the Municipality’s System,  all software should be evaluated by the Information Technology component of the Municipality before it is installed on the Municipal IT System, or any computer connected to the system.

· The protection of vital records 

			The loss of vital records would render the Municipality partially or 			totally unable to carry out its normal functions.  Vital records 				protect the enduring civil, legal, financial, property and other rights 			of citizens.  Vital records are records that are needed to continue 			operational responsibilities under disaster conditions and protect 			the legal and financial rights of the Municipality.  The Municipality 			will therefore implement a vital records protection programme 			utilizing both on-site and off-site security storage, which includes 			Back-up Policy and security controls (e.g. Password protection 			and classification of records)
· Vetting of staff (For security purposes)

			Vetting is a rigorous process that ensures that individuals with 			access to confidential information possesses the necessary 				qualities to prevent unauthorized access and safeguards records.  			This process includes criminal background checks, employment 			history verification and character assessments,  demonstrating 			that security professionals are held to high standards.

9.6	Disposal

	All official records are created for an identifiable business or 	administrative purpose.  Most records can be destroyed once that 	purpose has been fulfilled and all legal  and accountability requirements 	for their retention have been met.

	Destruction of records should not take place without the assurance that 	the record in question is no longer required for any outstanding work, 	litigation, investigation or any request in terms of Promotion of Access to 	Information Act (PAIA) or Promotion of Administrative Justice Act 	(PAJA).

	The disposal of records is done either by destroying records that have 	been identified as being non-archival in nature, or by transferring archival 	records into archival custody.  It is imperative that no public records may 	be destroyed, erased or otherwise disposed of without prior written 	authorization from the Provincial Archivist.  It is imperative that retention 	periods for non-archival records be determined by the Municipality itself.

	Transparency, accountability, the requirements of democracy, any other 	legal obligations as well as the Municipality’s own functional needs must 	always be considered when determining retention periods. The Records 	Manager must be contacted whenever the staff disagrees with an 	allocated retention period.  It is also emphasized that archival paper-	based records must be kept for a period of 20 years before they are 	transferred to an archives repository, unless agreement on a shorter 	retention period has been reached with the Provincial Archivist.

	Management and disposal of electronic records are subject to the same 	requirements provided for in the Provincial Archives and Records 	Service Act that apply to the management and disposal of other records.  	The conditions determined by the Provincial Archives cover aspects 	such as the classification/filing, retrieval, disposal and long-term 	preservation of records.  Detailed guidelines for the management of 	electronic records are contained in the National Records and Archives 	Services Managing Electronic Records in Governmental Bodies :  Policy 	Guidelines. It is required to have a strategy for the effective 	management of electronic records in place.

	Ensure that there is a systematic disposal programme in place and that 	records are only disposed of in terms of a written disposal authority 	issued by the Provincial Archives.
                               

9.7	Storage Areas

	The use of colour coding, steel cabinets and bulk can be effectively 	utilized in storage areas.

· Colour Coding
It is a visual aid that simplifies and streamlines operations.  The use of colored files for different file plans assists in differentiating and enables you to identify and retrieve files with ease.

· Steel Cabinets
			The use of steel cabinets are indispensable for organizing, 				securing and optimizing office space.  It promotes efficiency and 			productivity to ensuring compliance with regulatory requirements. 			Steel cabinets are durable and functional,  it offers protection 			against various threats such as fire, water damage and theft. 

· Bulk Filers
		The use of bulk filers in strongrooms/repositories ensures that it 		can be effectively manage and store large volumes of files and 		documents enhancing productivity and saving space.

	Paper-based correspondence files are kept in the custody of the  	Ndlambe Local Municipality’s central registry.
	
	All the case files which are listed in the series of separate case files are 	stored in the central registry and are managed by the Registry Officials.
	
	All Human Resources related records are housed in the Registry 	strongroom. The general HR subject files as well as HR case files are 	under the management of the Records Manager who is mandated to 	ensure that they are managed properly.
	
	Ndlambe Municipality maintains a set of paper-based files and electronic 	file for each staff member.  These files are confidential in nature and are 	housed in a secure storage area in the Registry strongroom.









9.8	Off-Site Storage

	The off-site storage facility is used to store archived files.  Boxes are 	marked with contents stored.  A list is kept at the storage facility and one 	at the central registry to keep record of files stored at the off-site facility,  	which enables easy retrieval.

	The facility’s security measures are evaluated,  access control is 	managed and fire protection is adequate and well-maintained system of 	security to protect the building and its contents.

	No movement of records without the consultation of Provincial Archives 	or Ndlambe Municipality’s Registry Personnel.

9.9	Risk and Disaster Management

	Records are vital for business continuity, legal, financial and 	administrative value.  Records must be protected from natural disasters 	and common threats such as:
	
· Floods,
· Fire,
· Damage through handling
· Fire and fire prevention measures
· Water
· Pests and plagues
· Light


	The purpose of a Risk and Disaster Management and recovery plan is 	to provide guidance regarding the recovery and restoration of mission 	critical documents and information that may be damaged or lost in a 	mishap or disaster.

	Activation of the Plan

· Implementation of the provisions of this plan will depend largely on the nature of the cause of damage to records.
· Causes such as a fire leaking roof or a broken water line usually result in localized damage which is limited to an office, office suite or floor of a building.
· In cases of such localized damage, the manager(s) of the affected unit(s) will be responsible for implementing the recovery process.









	
10. 	ROLES AND RESPONSIBILITIES

	For effective management, this policy shall be reviewed after three (3) 	years,  unless otherwise dictated by policy/shift or National/Provincial 	prescripts.

10.1	Municipal Manager (Accounting Officer)

10.1.1	The Municipal Manager is ultimately accountable for the recordkeeping 	and records management practices of the Ndlambe Local Municipality. 

10.1.2	The Municipal Manager is committed to enhance accountability, 	transparency and improvement of service delivery by ensuring that 	sound records management practices are implemented and maintained.

10.1.3	The Municipal Manager supports the implementation of this policy and 	requires each staff member to support the values underlying in this 	policy.

10.1.4	The Municipal Manager shall designate a senior manager to manage 	and maintain the records of Ndlambe Municipality; and shall mandate 	the Records Manager to perform such duties as are necessary to 	enhance the record keeping and records management practices of the 	municipality to enable compliance with legislative and regulatory 	requirements.

10.3	Senior Management

	The Senior Managers are responsible for the implementation of this 	policy in their respective departments.  As Senior Managers shall lead 	by example and shall themselves maintain good recordkeeping and 	records management practices.  Senior Management shall ensure that 	all staff I made aware of their recordkeeping and records management 	responsibilities and obligations.  Senior Managers shall ensure that the 	management of records including e-mail is a key responsibility in the 	performance agreements of all the staff in their respective units.

10.4	Records Manager (Manager: Administration)

10.4.1		The Records Manager (Manager: Administration) is responsible 		for:

· the implementation of this policy;
· staff awareness regarding	this policy;
· the management of all records according to the records management principles contained in the National Archives and Records Service Act, 1996;
· the determination of retention periods in consultation with the users and considering the functional, legal and historical need of the body to maintain records of transactions.
· Application of disposal authorities and disposal schedules;
· Maintenance  and update of registers and file plan.

10.4.2		The Records Manager (Manager Administration) will enhance 		accountability, transparency and improvement of service delivery 		by ensuring that sound records management practices are 			implemented and maintained.

10.4.3		The Records Manager (Manager Administration) must support 		the implementation of this policy and each staff member must 		support the values underlying this policy.

10.4.4		The Records Manager (Manager Administration)  is mandated to 		make such training and other interventions as are necessary to 		ensure that Ndlambe Local Municipality’s record keeping, and 		records management practices comply with the records 			management principles contained in the 	National Archives and 		Records Services Act.

10.4.5		The Records Manager (Manager Administration) may from time 		to time issue circulars and 	instructions regarding recordkeeping 		and records management practices of Ndlambe Local 			Municipality.

10.4.6		The Records Manager (Manager Administration) shall ensure that 		all records created and received by Ndlambe Local Municipality 		are classified according to the approved File Plan and that a 			written disposal authority 	is obtained for them from the National 		Archives and Records Service.

10.4.7		The Manager Administration is designated as the Records 			Manager in the Ndlambe Local Municipality.

10.5	Registry Staff
	
	The Registry Staff is responsible for the physical handling of records,  	the day to day management of records.  The Registry Staff performs 	tasks associated with the registering, recording of incoming and 	outgoing mail, circulation and retrieval of documents and 	correspondence using manual and electronic applications (OVVIO 	System) to monitor the movement of documents/correspondence 	and records in compliance with the National Archives Act.


10.6	ICT Manager

10.6.1		The ICT Manager is responsible for the day-to-day maintenance 		of the 	electronic systems that stores records.  

10.6.2		The IT Manager shall work in conjunction with the Records 			Administrator to ensure that public records are properly managed, 		protected and appropriately preserved for as long as they are 		required for business, legal and long-term preservation purposes. 

10.6.3		The IT Manager shall ensure that appropriate systems technical 		manuals and systems procedures manuals are designed for 			each electronic system that manages and stores records.  

10.6.4		The IT Manager shall ensure that all electronic systems capture 		appropriate systems generated metadata and audit trail data for 		all  electronic records to ensure that authentic and reliable records 		are created. 

10.6.5		The IT Manager shall ensure that electronic records in all 			electronic systems remains accessible by migrating them to new 		hardware and software platforms when there is a danger of 			technology obsolescence including media and format 				obsolescence.  

10.6.6		The IT Manager shall ensure that all data, metadata, audit trail 		data, 	operating systems and application software are backed up 		on a daily, weekly and monthly basis to enable the recovery of 		authentic, reliable and accessible records should a disaster 			occur.  

10.6.7		The IT Manager shall ensure that back-ups are stored in a secure 		off-site environment.  

10.6.8		The IT Manager shall ensure that systems that manage and store 		records are virus free.  

10.6.9		Comprehensive details regarding specific responsibilities of the 		IT Manager should be contained in:

· The Electronic Records Management Policy;
· The E-mail Policy;
· Network Security Policy (includes Information Security)

10.8		Internal Audit

10.8.1		The relationship between records management and internal 			auditors is crucial for ensuring the integrity and accuracy of 			financial reporting. 

10.8.2		Internal auditors play a key role in assessing the adequacy and 		reasonableness of internal controls surrounding records 			management.

10.8.3		Internal audits helps the institution to identify compliance gaps, 		governance issues, and operational practices that may not be 		immediately apparent.

10.8.4		The integration of records management with risk management 		processes is essential for identifying risks and to implement 			proper risk management strategies. 

10.8.5		Regular records management audits are recommended to 			maintain compliance, governance and operational practices.  

10.9		Human Resources

10.9.1		All Human Resources related records are housed in the 2nd 			Strongroom.

10.9.2		The general Human Resources subject files as well as case files 		under the management of the Records Administrator who is 			mandated to ensure that they are managed properly.

10.9.3		The Ndlambe Local Municipality maintains a set of electronic and 		paper-based case files for each staff member.  These files are 		confidential in nature and are housed in a secure storage in the 		2nd Strongroom.

10.9.4		The case files are managed as part of the List of Series of 			Separate Case Files that is maintained and managed by the 			Records Administrator and Records Clerks.

10.9.5		The files exist in both electronic and paper-based format and 		these files are tracked via the Electronic Records Document 			Management System used.

11.	Skills Development

	In the realm of records management,  the development of skills is crucial for 	ensuring the efficient and secure handling of records.

12.	Inspections by the Provincial Archive and Records Service

	In terms of the Provincial Archive and Records Service of the Eastern Cape 	Act, the Eastern Cape Provincial Archives must inspect governmental bodies, 	including municipalities, to determine if their records management practices 	conform to policies, procedures and guidelines prescribed in terms of the Act.

	The Records Manager should conduct regular inspections in the individual 	components of the Municipality to ensure that their records management 	practices conform to the standards promulgated in the Act.  Ideally these 	inspections should be done on an annual basis.  A lot can happen in records 	management in a year, especially when the high turnover in registry staff is 	taken into account.

	The objective of the inspection is to measure how efficiently and accurately the 	physical system is being maintained.  The following aspects should receive 	attention:

	i) 	The master copy of the file plan should correlate with the Provincial 			Archivists master copy;

	ii)	The appropriateness of maintenance procedures (e.g. Register of files 		opened;  the supervisory and management functions of the 				Records Administrator etc.);

	iii)	The accuracy of document subject classification – includes misfiling.

	iv)	The degree of efficiency with regard to the flow of files in an office,  in 		other words the demand, supply and locating thereof.

	v)	The correct use of policy, routine enquiry and parent files.

	vi)	Filing order of documents on a file

	vii)	Preparation and maintenance of file covers.

	viii)	Closure procedures of files.

	ix)	Administration and storage of closed files

	x)	Physical care of all files.

	If the processes and policies are found to be inadequate or ineffective, they 	should be reviewed in conjunction with the Provincial Archives and Records 	Service.

	Systems compliance and monitoring should be documented and reports 	submitted to the Municipal Manager Provincial Archivist.

	The Records Manager should retain contact with the Provincial Archives and 	Records Service and should, when necessary, request the Provincial Archives 	and Records Service to conduct inspections.




	
13.	Policy Implementation

	The implementation of this Policy is with effect from the date of the Municipal 	Council’s approval. The policy must be adopted by all staff throughout the 	Ndlambe Local Municipality.


14.	Review Period

	The Records Manager shall review the record keeping and records 	management practices of the Ndlambe Local Municipality on a regular basis 	and shall adapt them appropriately to ensure that they meet the business and 	service delivery requirements of Ndlambe Municipality.

	The policy shall be reviewed at least once a year to ensure that it reflects current 	practices.


Approved/Not Approved






………………………………………..					………… 
ADV. R DUMEZWENI							DATE
MUNICIPAL MANAGER
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