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GUIDELINE 1: 
Recordkeeping Capacity Checklist 

• Model 
Recordkeeping 
Policy  

• Adaption and 
Implementation 
Guidance  
 
 
 
 

Presenter
Presentation Notes
PARBICA have developed a model policy and adaption and implementation guidance.



What is a Policy? 

• A principle or rule to guide decisions and 
achieve rational outcomes  
 

• Can be considered as a "Statement of Intent" 
or a "Commitment"  

Presenter
Presentation Notes
Important that we define what we mean by a policy. It is not a law, it is not a set of procedures, it is something in the middle. ��A policy is the what not the how. It is a high level statement often supported by procedures, standard operating models etc… more on this later. What other kind of policies are there in place in your organisation? Do you call them policies, or do you call them something else? 



Group Discussion 
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• Why have a 
recordkeeping 
policy? 
 
 
 
 

Presenter
Presentation Notes
Big Group discussion – quick brainstorm on ideas around why to have a policy



Why have a Recordkeeping Policy? 

• Demonstrates high level commitment to 
recordkeeping 

• Helps staff to understand the importance of 
managing records well  

• Sets broad standards that staff should follow  

Presenter
Presentation Notes
Link to Question 1 of the Checklist. Does the organisation have a records management policy?A policy sets the direction for an organisation, it tells us where we want to go. Strong systems for the creation and management of records and the preservation of archives are key foundations of good business practice, as well as essential to good governance. Having a records management policy helps staff to understand the importance of managing records well, and sets the broad standards that staff should follow to achieve good records management ISO 15489 – International Standard on Records Management also emphasises the importance of having a recordkeeping policy in place in your organisation. A policy should be written down, signed off by a Senior Official, describe the responsibilities of staff, include digital record and allow for penalties for staff who don’t comply.



Existing Recordkeeping Policies?  

Presenter
Presentation Notes
Does anyone already have a recordkeeping policy? Just to get an idea of what’s out there. If time, what works well about them? What doesn’t work well.



PARBICA Model Policy 
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Presenter
Presentation Notes
PARBICA developed the model policy to provide a starting point for Pacific Islands governments and other organisations that wish to implement or update a records management policy. It was drafted in consultation with a working group made up of representatives from Australia, Cook Islands, Fiji, Nauru, New Zealand, Palau, Papua New Guinea, Samoa and Vanuatu. The policy is considered a draft and it covers the kind of things that you should consider when developing a policy in your own country or organisation. The model policy is a starting point and work will need to be done to it to make it work for your organisation/government. As we are looking at it today, think about what might need to change to make it work in your country.Policies can be used at an organisation level or at a government wide level – for example in Samoa they have used the model policy to develop an all of government policy. 



Elements of the Model Policy  

ISO 15489 states that policies should: 
• include an objective to create and manage 

authentic, reliable and useable records 
• communicated and implemented at all levels  
• adopted and endorsed at the highest levels 
• assign responsibilities  
• recognise laws, standards and best practice  
• be reviewed regularly 

 

Presenter
Presentation Notes
The International Standard says that records management policies should:�• include an objective to create and manage authentic, reliable and useable records;�• be communicated and implemented at all levels of the organisation;�• be adopted and endorsed at the highest levels of the organisation;�• assign responsibilities for complying with the policy;�• recognise the laws, standards and best practices that impact on recordkeeping; and�• be reviewed regularly. ��



Elements of the Model Policy… 

In addition the recordkeeping capacity checklist 
suggests that the policy includes: 

• email and other electronic records in its 
definition of records  

• Allow for penalties for staff who do not 
comply with the policy  

Presenter
Presentation Notes
In addition, the Recordkeeping Capacity Checklist suggests that records management policies should:�• include email and other electronic records in its definition of records; and�• allow for penalties for staff who do not comply with the policy. 



Group Activity 
 
In small groups  
read the Policy Statement  
and the Responsibilities Section 
 
What is the purpose of each section?  
 
What changes might need to be made for it to 

apply in your jurisdiction ?  

Presenter
Presentation Notes
Working in small groups read through the Policy Statement Section and the Responsibilities Section of the Policy.Why do you think we have included these sections? would they work in your organisation/country? What changes would you need to make so that the draft policy would work in your country or organisation. 



Implementing the Policy  

 
Well drafted policies will have  

no impact unless you think  
about how to implement them  

Presenter
Presentation Notes
No matter how well drafted your recordkeeping policy is, it will not have an impact unless you think about how you will implement it. Implementing any new policy requires good change management to ensure that the people affected understand how things will be different and what their new responsibilities are.  



Implementing the Policy  

Consultation 

Presenter
Presentation Notes
It is important that you consult with the right people at the right times about the policy. When you are tailoring the Model Policy for your own country you may need to consult with staff throughout government or the organisation to which the policy will apply. This will be especially important if you are hoping to encourage a senior government official to authorise the policy and endorse it for use by the whole government. Consultation during the drafting process can also help others to feel that they ‘own’ the policy or have some stake in it. If others feel ownership of the policy, they are more likely to support and comply with it.



Implementing the Policy  

Senior  
Management  
Support  

Presenter
Presentation Notes
To be effective, your policy also needs to have senior management support. One way of demonstrating this is to have a senior officer sign and endorse the policy. Senior managers can also show their support for good recordkeeping by:allocating proper resources to records management tasks;ensuring that they take seriously any allegations of breaches of the policy or other recordkeeping rules; andtaking account of the policy and referring to it in other relevant high-level documents, such as mission statements and corporate plans. 



Implementing the Policy  
 

 
Staff awareness 
 and training  

Presenter
Presentation Notes
You cannot expect staff to abide by a new policy if they do not know about the policy or what it says. You may need to make sure that all staff in the organisation receive a copy of the policy, perhaps in hardcopy, by email or in a staff newsletter. It may be appropriate to hold awareness or training sessions for staff to help them to understand the policy and what they need to do. 



Implementing the Policy 

 
Other tools  
 
 

Presenter
Presentation Notes
Link back to the Capacity Checklist. The Policy on its own is not enough but it is a good place to start. The policy forms a key part of your capacity tool box. A recordkeeping policy on its own will not achieve good recordkeeping. PARBICA’s Recordkeeping Capacity Checklist outlines 10 key elements an organisation needs to manage its records well. These are:a records management policy;senior management support;assigned responsibilities for recordkeeping tasks;adequate training;recordkeeping procedures;an understanding of recordkeeping requirements;systems for accessing records;systems for deciding if and when records can be destroyed;secure records storage and handling; andperformance measures for recordkeeping.By adopting and adapting this Model Policy, organisations can take steps to achieve many of these requirements. The Recordkeeping Capacity Checklist can give you further guidance on how to meet these 10 requirements. 



Actions 

Presenter
Presentation Notes
What are you going to do next? Get participants to note down anything they are planning on doing when they return home.



 

Thank You 
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