
Introduction to the 
Recordkeeping for Good 

Governance Toolkit 

 
 

International Council on 
Archives Congress 

August 2012 
 



 Programme 
9.00am Welcome and overview of the day  

9.05am  Introductions  

9.25am  Introduction to the toolkit  

10.30am Morning Tea 

10.45am Recordkeeping Capacity Checklist 

11.15am Model Policy 

12.30pm Lunch  

1.15pm Appraisal Guidance   

3.00pm Afternoon Tea 

3.15pm Open Q and A Session  

4.00pm Workshop Close 



Introductions  
 
 

Name  
Where you work  

Your role  
Your dream holiday  



Presenter
Presentation Notes
Context of the Pacific The Pacific Region has over 25 countries and territories, ranging in size from Papua New Guinea with over 6 million people and a land area of just over 450,000 square kilometres to Niue with a population of less than 2000 living on less than 300 square kilometres.Managing Records in a Pacific ContextInadequacies in governance, accountability and open access to information almost always feature inadequacies in records management. In the Pacific, such failures are sometimes the result of deliberate subversions of systems and process, but more commonly they are the result of many years of erosion of records and information management capability, corporate culture and infrastructure within administrations. 



Presenter
Presentation Notes
In addition, Pacific information has traditionally been created and maintained using a different recordkeeping paradigm. The challenges of creating appropriate controls on written documentation, when it is still a comparatively new form of information transfer is best described by Chief Reklai Raphael Ngirmang, from the Island of Palau, who when speaking to Pacific archivists in 2001 said:  Our archives does not have written documents and books. Our culture and historical records are contained in oral histories and legends, which are stored in the collective memories of the people of Melekeok and which have been passed down from generations to generations over the centuries.Far from being legends, these types of histories have held the scientific and technological information required for society to perform its agricultural, navigational, medicinal (and many more) activities. This information has been recorded through dance, songs, craft, and stories. The knowledge is ever-changing and is still plays an important part in how information is managed in the Pacific today.5  In addition to the challenge of associating traditional forms of information management with modern methods, most Pacific countries have a legacy of no tools, guidance, or training on recordkeeping and information management in the post colonial era. This situation has resulted in an underlying problem of weak or non existent frameworks that do not support the needs of governments or communities. 



Weak Recordkeeping Frameworks 

1.Difficulty in finding records 
2.Work being duplicated 
3.Organisational knowledge                         walking 

out the door  
4.Difficulty in supporting a freedom of information 

regime 
5.Frustrated and inefficient staff 
6.A responsibility void  

Presenter
Presentation Notes
Well, weak recordkeeping frameworks are the same in any country, irrespective of your size, your income, or your administrative or colonial history.Many times we have to deal with a response where people in the pacific say, why write it down, I told them to do the job, and that’s how we do things here?Here are some examples of what characterises weak recordkeeping frameworks in the Pacific. Let’s find out if they’re the same for you. Walk through and hands up.



Background to the Recordkeeping for Good 
Governance Toolkit 
1.United directions – the need for a Toolkit 
2.Nadi 2005 resolutions 
  

Presenter
Presentation Notes
The Pacific Regional Branch of the International Council on Archives - known as PARBICA -  decided to do something about our collective recordkeeping problem. The members of PARBICA had one of those landmark conferences in 2005, in Nadi Fiji. It had the theme Reinventing Archives – Supporting Recordkeeping for Good Governance. This theme recognised the importance of well managed records and information systems as a fundamental pillar for good governance. It also acknowledged that the creation and management of records as evidence of decisions and actions is essential to accountability, transparency, efficiency and democracy.The conference heard from speakers from the International Records Management Trust, Transparency International, the Fiji Human Rights Commission, the Fijian Auditor-General, and national archivists from around the Pacific. Many of these speakers emphasised the importance of records in ensuring the accountability of governments and other organisations.  Of particular note, the Deputy Auditor-General of Fiji, Mr Kaveni Takalevu, had the following to say about the importance of recordkeeping to his work:8  “Authentic and trustworthy records and convenient access to them provide the fundamental means by which the transparency, accountability and effectiveness of government can be accomplished, demonstrated and measured. Governments keep records as a fundamental basis for conducting business, serving the public, measuring progress and outcomes and protecting their own and others rights.” In response, The membership requested PARBICA develop basic templates, guidelines and tools for recordkeeping in Pacific organisations. These tools should cover recordkeeping capacity assessment, benchmarks, basic manuals for recordkeeping, and training packages and modules. They should be written in plain English…..�



The Toolkit 
1. Brochure and poster 
2. Introduction to records 
3. Recordkeeping Capacity Checklist 
4. Understanding Recordkeeping Requirements 
5. Model Recordkeeping Policy                                    
6. Model Record Plan for common functions + adaptation and 

implementation guidance  
7. Developing record plans for core functions 
8. Model disposal schedule + adaption and implementation guidance  
9. Appraisal guidance 
10.Train the Trainer 
11.Digital Recordkeeping Guidance  
12.Digital Preservation Guidance  

Presenter
Presentation Notes
The Toolkit has been produced by PARBICA for Pacific archivists to better equip government agencies across the Pacific to improve the state of recordkeeping within their administrations.



Partnerships 

Presenter
Presentation Notes
The National Archives of Australia and Archives New Zealand have led the development of the guidelines, with financial support from regional aid agencies.



Development Methodology 

  
  
  
  

Presenter
Presentation Notes
The Toolkit was developed using a highly consultative process. This process has been the single most critical factor in its success and one that is worth noting when considering it’s relevance to other circumstances.  Although the National Archives of Australia and Archives New Zealand have led the development of the guidelines, with financial support from regional aid agencies. The content of each guideline is decided through a collaborative series of workshops, facilitated by Australian or New Zealand representatives, and participated by a reference group of representatives from many Pacific Islands, from a range of information management backgrounds -  national archivists, ombudsmen, information managers, technology specialists, and public service commission representatives.So basically what we did was……..Money and phasing and in country training.



Recognised by Pacific Heads of State! 

1. Communiqué from the 2009 Pacific Island Forum states: 
  
1. Stronger national development and democracy through 

better governance can be achieved by  
  
 “committing to sustainable and appropriate information 

management and records-keeping to ensure the 
development and implementation of better informed 
national policy” 

Presenter
Presentation Notes
As a result, recordkeeping is improving across the Pacific. The Pacific Islands Forum (the regional inter-governmental organisation) has recently recognised good recordkeeping as a fundamental pillar of good governance. The communiqué from the Forum meeting in August 2009 in Cairns, Australia, noted that stronger national development and democracy through better governance can be achieved by “committing to sustainable and appropriate… information management and records-keeping to ensure the development and implementation of better informed national policy”. This followed the Pacific Plan Action Committee noting, in Suva Fiji in June 2009, “The importance of good recordkeeping as one way of better assisting the effectiveness and efficiency of governments… and good governance and that these efforts should be integral to the initiatives under the good governance pillar of the Pacific Plan”.[1]�[1] Pacific Islands Forum Secretariat. Final Communiqué of 40th Pacific Islands Forum, Cairns, Australia 2009. Annex C. Recommendations for Progressing the Pacific Plan. Retrieved from http://www.forumsec.org.fj/pages.cfm/newsroom/press-statements/2009/final-communique-of-40th-pacific-islands-forum-cairns.html



Useful with our Strategic Allies 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 3: 
Model Recordkeeping Policy 

•Pacific Ombudsmen Alliance 

•Pacific Island Forum Secretariat 

•Pacific Public Service Commissioner’s 

 Network 

•United Nations Development Programme 

 Pacific Centre 
•Commonwealth Human Rights Initiative 
 
 
 
 
 
 
 

Presenter
Presentation Notes
This is significant. By having practical tools were starting to make a difference we were able to prove our worth to our strategic partners.Archives usually aren’t very influential. These other people are.Who has existing relationships with their ombudsmen and auditors generals?Take 5 minutes.



Recordkeeping for Good Governance 
Boîte à outils 

“Records Management 
La gestion des documents probants, 

clé d’une bonne gouvernance »   The Toolkit has been so 
successful it has been 
translated into French, for 
use in West Africa 

Presenter
Presentation Notes
And here’s part of the reason why we are here - I am also delighted to report that other branches of the International Council on Archives have been paying close attention to the Pacific Toolkit. Many of our global colleagues see the Toolkit as a strategic solution to common recordkeeping challenges around the world. Following a conference in Dakar, Senegal in 2009, our French speaking colleagues have translated the Toolkit into French for use in some countries in West and Central Africa. 



  

•   

Presenter
Presentation Notes
The toolkit has taken off – Mark in Mozambique Christine in Haiti – the toolkit has been translated into French. Anna and Mark in Ghana 



Product Overview 
 



Brochure & Poster 

Good Records 
Good Governance 

ADVICE FOR SENIOR 
GOVERNMENT OFFICIALS 

1.Promote the 
benefits of good 
recordkeeping 
2.Aimed at senior 
officials 
  
  
  
  

Presenter
Presentation Notes
Awareness Raising Tools The Toolkit brochure and poster can be used to promote the benefits of good recordkeeping and the Toolkit. It is aimed primarily at permanent secretaries, chief executive officers and other departmental heads. The Brochure explains to these people their responsibilities in relation to recordkeeping, and highlights the benefits of ensuring that those responsibilities are met. The Poster is an attractive companion for the Brochure.



Introduction 

 
 

Recordkeeping for 
Good Governance Toolkit 

 

INTRODUCTION 

• Background to the 
Toolkit 

• Explains efficiency, 
accountability and 
protecting people’s 
interests 
 
 
 
 

Presenter
Presentation Notes
The Introduction booklet provides background information to the development of the Toolkit and explains the principles of efficiency, accountability and the need to protect the government's and the public's interests.



Checklist 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 1: 
Recordkeeping Capacity Checklist 

• Is my organisation 
managing records 
to world 
standards? 

• Ten questions 
 
 
 
 

Presenter
Presentation Notes
The Checklist can help an organisation see whether it has in place the things it needs to manage records well.The Checklist asks 10 questions requiring the person completing the checklist to answer either YES or NO. Some questions include:We’ll be looking at this in a bit more detail later this morning. 



Recordkeeping Requirements 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 2: 
Identifying Recordkeeping Requirements 

• What record must 
be made and how 
they should be 
managed 
 
 
 
 

Presenter
Presentation Notes
The Guideline module can be used by anyone who wants to find out what records a government department needs to be creating and keeping to carry out its business well.   



Recordkeeping Policy 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 3: 
Model Recordkeeping Policy 

• Overall guidance 
on how records 
should be 
managed 
 
 
 
 

Presenter
Presentation Notes
A Records Management Policy provides a framework within which to make improvements to government recordkeeping structures and processes, and can be an important tool for assisting records managers to gain support for their work within agencies.Providing a model Policy which archivists in various jurisdictions can adapt to their own situations will be a simple and efficient means for helping Pacific Islands governments to begin to comply with international records management standards. 



Record Plan + Adaption Guidance  
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 4: 
Administrative Record Plan 

• A system for titling 
files 

• How to use the 
records plan so it 
works in your 
organisation 
 
 
 
 

Presenter
Presentation Notes
By providing consistent naming system for records that are common across almost all government departments, PARBICA’s Administrative Record Plan can be used by governments to better manage files.This means that a public service officer will be able to find files they need quickly and efficiently when hey need them.It has always been the intention that the PARBICA Toolkit would be a model or set of templates that would be adapted and revised in each Pacific Island nation to reflect the particular circumstances and issues of that country. So to that end we have developed companion guides which are titled adapting the record plan or adapting the disposal schedule….. we have also written adaptation guidance into many of the documents. All it takes is someone who knows their business well – they don’t even need to be a master in recordkeeping or archives – and they can adapt the guidance to organisational circumstances.



Record Plan for Core Business Functions 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 6: 
Developing and Implementing 

Records Plans for Core Business 
Functions 

• Developing your 
own plans for 
records of your 
core business  
 
 
 
 



Disposal Schedule + Adaption Guidance 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 7: 
Disposal Schedule 

• A system for 
making 
accountable 
decisions about 
when to dispose of 
files 
 
 
 
 

Presenter
Presentation Notes
A natural extension to the Record Plan is the Disposal Schedule.PARBICA’s Disposal Schedule will enhance the Record Plan by providing instructions for the disposal or retention of administrative records that are common across government departments.



Disposal Schedule Implementation 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 9: 
 Implementing the Administrative 

Disposal Schedule 

 
 
 
 
 

Presenter
Presentation Notes
The steps you go through to implement the schedule. 



Appraisal Guidance 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 10: 
 Starting an Appraisal Program 

 
 
 
 
 

 
• Clearing out your 

backlogs  
 
 
 
 

Presenter
Presentation Notes
Some of the guidelines are developed for the National Archives to use only. Guideline 10 is a good example of this.



Train the Trainer 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 11: 
Train the Trainer 

• Guidance on how 
to use the toolkit 
 
 
 
 

 
 
 
 
 
 

Presenter
Presentation Notes
With the Toolkit taking shape and growing quickly, PARBICA members asked for a guideline that would help them promote the Toolkit within their governments. As the International Council on Archives’ (ICA) Training the Trainer package is already available to PARBICA members, it became the basis for the development of this Train the Trainer guideline.This Train the Trainer Guideline can be used by anyone who wants to learn the skills to run a successful workshop, training session or meeting to promote the Recordkeeping for Good Governance Toolkit.



Digital Recordkeeping Guidance  
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 12: 
Introduction to Digital 

Recordkeeping 

• Introduction to the 
Digital 
Recordkeeping 
key concepts 
 
 
 
 

 
 
 
 
 
 

Presenter
Presentation Notes
Provides an overview on digital records and record-keeping, addressing key concepts, benefits, risks and myths. Includes a glossary for records managers and for IT professionals. 



Digital Recordkeeping Readiness  
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 13: 
Digital Recordkeeping Readiness 

Self Assessment Checklist for 
Organisations 

• Assessment tool  
 
 
 

 
 
 
 
 
 

Presenter
Presentation Notes
Linkages – should do guideline 13, then use results to help choose strategy in 14Before we can go digital we need to make sure we are ready and that we can meet our obligations for recordkeeping and good governance. Many digital records will need to be kept for a long time. If your department or ministry is going to go digital it has to be confident that it can support good recordkeeping and that it has the right level of capacity and readiness for good digital recordkeeping. As we have discussed this morning, digital recordkeeping is more complex that paper based recordkeeping. You must ensure you have the right infrastructure in place to manage digital records. Similar to the checklist in that it asks a series of questions to help determine how we are placed to move forward but it focuses specifically on digital recordkeeping. Policies, procedures, organisational support, training, tools.Give some examples of the questions and how the checklist works. Links back to earlier guidelines. 



Choosing the Best Strategy  
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 14: 
Digital Recordkeeping – Choosing 

the Best Strategy 

 
 
 

 
 
 
 
 
 

Presenter
Presentation Notes
Depending on your level of digital readiness there are a number of different digital recordkeeping strategies you could choose to implement. printing to paper and filing; using shared drives; using collaboration software; scanning paper records for access and preservation purposes; developing hybrid systems; using an electronic document and records management system (eDRMS); and using an existing business system.This guide gives you an overview of each strategy, covers the advantages and disadvantages of using the strategy and who might use the strategy. What kind of strategies are being used in Africa? 



Scanning Paper Records   
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 15: 
 Scanning Paper records to Digital 

Records  

 
 
 

• Practical advice 
for organisations  
considering a 
scanning project.  
 
 

Presenter
Presentation Notes
Who’s doing digitisation? Scanning? Scanning is really popular in the Pacific, it’s seen as a good way to preserve records and save costs. It can be but like all things we need to fully understand the potential risks and issues associated with digitisation. 



Systems and software checklists 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 16: Systems and 
Software Checklists  

 
 
 

• 3 checklists 

Presenter
Presentation Notes
Guideline 16 is guidance in three parts intended for different audiences. 16A is a checklist that allows a records manager to see at a glance how well their existing business systems meet core recordkeeping requirements.16B allows assessment against high-level recordkeeping principles (ICA-Req statement of principles), and is designed to help gain senior management approval for a business case or project. 16C allows assessment of the systems against detailed functional recordkeeping requirements, and is designed to be completed by an IT manager. 	As well as allowing organisations to test how well their existing business systems support good recordkeeping, the tools can also be used to build a design of preferred recordkeeping functionality for future systems, or as a benchmark should a systems audit be required.



Email  
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 17: Managing Email  

 
 
 

•Practical advice on email  
management 

Presenter
Presentation Notes
Who uses email as a communication/work tool in their organisation?Guide contains a great flow chart to help you decide if you need to keep an email as a record. How you manage the email once you’ve determined that it is a a record depends on the digital recordkeeping strategy you have chosen. Tips and tricks for using email, when to use it, how to use it, when not to use it



Digital Preservation 
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 18: Digital 
Preservation 

 
 
 

• Introductory guidance  
on Digital Preservation  

Presenter
Presentation Notes
Guideline primarily for archives staff whose core business is preserving long-term access to digital information.Compare to physical preservation In the Pacific we found this was not a challenge people were ready to face right now, as such the guideline is a bit more theoretical than our other guidelines. It is about getting people to start identifying the issues, risks and key concepts and working on strategies to manage them. 



Implementing Digital Recordkeeping  
 

Recordkeeping for 
Good Governance Toolkit 

 

GUIDELINE 19: Implementing a 
Digital Recordkeeping Strategy 

 
 
 

• Supporting successful  
implementation  

Presenter
Presentation Notes
Implementation is often an area where digital recordkeeping solutions fall over. When recordkeeping software implementation fails, it is usually due to poor change management, rather than the failings of the technology. The success of any strategy is dependent on change being successfully managed.When you decide which strategy to progress with this guide provides you with some key tips to help to manage a successful implementation of a digital recordkeeping solution. Key steps to a successful implementation:Gain high-level supportPlanning (as always!)A project management team with clearly defined roles, responsibilities and stakeholder representationA sound business caseProgress in small steps



2 Key Messages 

 The Pacific has developed practical tools to 
help countries that are new to modern 
recordkeeping  

 They are proving successful in a range of 
jurisdictional circumstances and is available 
for your organisation  

 to use.  
 – Don’t reinvent the wheel.  
 



Questions for you to ponder today: 

1. What elements of the PARBICA toolkit are 
most needed in your country or organisation? 

 
2. Who would be responsible for making it 

happen – and who would help? 
 
www.parbica.org 
 

Presenter
Presentation Notes
Come back to these questions at the end of the day.

http://www.parbica.org/
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