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Presenter
Presentation Notes
The intention of this session is to give and overview of the checklist and how it works, looking briefly at some of the questions from the checklist. 
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GUIDELINE 1: 
Recordkeeping Capacity Checklist 

• Is my organisation 
managing records 
well? 

• Ten questions with 
Yes or No answers 
 
 
 
 



Why Develop a Checklist? 

• To understand what problems agencies have 
• To identify priorities for action 
• To convince others they need to take action 
• To convince others that you are doing a good 

job 

Presenter
Presentation Notes
A quick way to get some action.The guideline is a foundation document. It looks at ten key areas that will help you to build your capacity to create, manage and dispose of records. You can use this checklist as a monitoring tool to evaluate and review how records in your organisation, or records in one of your government’s organisations, are being managed. If you can not answer yes to all ten questions than you do not have the basic capacity required to manage records effectively. The checklist can be used for continual improvement and monitoring. The questions in the checklist are grouped into key areas looking at awareness, tools and resources, and implementation and mointoring 



What is Recordkeeping Capacity? 
Having the: 

• Structures 
• Processes 
• Staff 
• Resources 
• Rules 

 
to create, find, preserve and dispose of records 

Presenter
Presentation Notes
Today we are going to spend some time going through the guideline looking at each of the questions in a bit more detail and then having a look to see where you think your organisation is in terms of its capacity.But first, we should take a look at what we mean by capacity. What do we mean by capacity? An organisation’s recordkeeping capacity is the ability of its structures, processes, staff, resources and rules to work together to manage its records well. Usually, an organisation needs a little of all of these things to manage its records at all. There is no point in having well-trained records management staff if they do not have clear procedures to use to do their work. There is not much benefit in having clear records management policies and procedures if there are no staff to carry them out. In order to have a basic level of recordkeeping capacity, organisations need to have in place the right people, resources, policies and processes to make sure that they can:create the records they needfind the records they need when they need thempreserve their records for as long as they are neededmake accountable decisions about which records are no longer needed.It is important to have good capacity for both digital and physical recordkeeping. Without adequate records, organisations cannot do their work efficiently or account for their actions. Records are vital for the good governance and efficient management of any organisation. Now we’re going to go through a selection of questions from the checklist. I’m going to explain the question, and then ask you all why it might be important.



Presenter
Presentation Notes
Example of the checklist from the toolkit in case there are no printed copies. 



2: Do the senior managers in your 
organisation support good records 
management? 

Senior Managers can show support by: 
• Assigning responsibility for RM to a senior 

officer 
• Providing adequate budgets, resources and 

training 
• Making sure penalties are applied when staff 

break records management rules  

Presenter
Presentation Notes
Use this question as a chance to show how the toolkit questions and guidelines work.



Why is it important that they show 
support? 
 

 
• Sets an example for all staff 
• Makes sure staff know they will be punished if 

they don’t manage records properly 
• Makes sure records management is 

considered in high-level planning 
 

Presenter
Presentation Notes
Having support from senior managers makes it much easier to keep good records Senior manages should be setting the example. They have the power to influence the behaviour of other staff.Poster and Brochure as a good way to raise awareness. 



2: Do the senior managers in your 
organisation support good records 
management? 
What can you do if they do not show support? 



• Use the Good Records Good Governance 
brochure 

• Make presentations on importance of good 
records management 

• Talk to your own National Archivist 
 

Presenter
Presentation Notes
Talk about how important buy in is from Senior Managers. Share some stories about how it has been achieved. 



6: Does the organisation know what its 
recordkeeping requirement are? 

Recordkeeping requirements: 
• Are a need to keep evidence of an 

organisation’s actions and decisions 
• Are usually identified in laws, policies, 

procedures, reviews, etc 
• Should be documented 
• Should be regularly reviewed 

 
 

Presenter
Presentation Notes
Now we can have a bit of a group work looking at some specific questions and how the situations in each country/organisationDoes your organisation know what records it needs to create in the first place and how you need to make them?NZ rules and regulations + Archives understanding of it’s own business.  In New Zealand we have the Public Records Act which states that all public offices must create and maintain records of their business. We also have the Privacy Act, which talks about access to information. We also have the Official Information Act which allows members of the public to request access to official government information.Births, Deaths and Marriages as an example of common RK requirement – presumably there is a law about the need to register a birth, death or marriage so it is very important the government knows how it will create a records of this transaction.  



Why is it important to identify 
requirements? 
 
• So that the organisation creates the records it 

needs 
• So that the organisation can manage records 

correctly 
• So that the organisation keeps its records for 

as long as it needs them, but no longer 
 

 



7: Can the organisation find particular 
records when it needs them? 

It is easier to find records if you  
use: 

• A file creation and movement  
register 

• Secure storage that only RM  
staff can access 

• A naming and numbering system  
that all staff can understand 
 
 

Presenter
Presentation Notes
Use example of the inability to find information. Ask the audience if they’ve experienced something similar.



Presenter
Presentation Notes
Hands up who thinks it would be easy to find something in a room that looks like this? Maybe we can’t find our records because our storage looks like this… There are various tools we can put in place to make finding information easier. 



Why is it important to be able to find 
records easily? 
 

• So that staff can work more efficiently 
• To make informed decisions, because all 

relevant information is available 
• To make sure that all of the information about 

an activity is in the same place 
• To make it easier for staff to use the records 

management system 
 
 

Presenter
Presentation Notes
Simply, being able to access information makes doing your job easier. 



8: Does the organisation abide by the 
government’s rules for deciding when 
its records can be destroyed? 

Disposal rules: 
• Often require the government archivist’s 

agreement 
• Should help to preserve historical records 
• Should be based on the organisation’s 

recordkeeping requirements 
 
 

Presenter
Presentation Notes
Is there other legislation that tells you how long you need to keep records for? If not, how do you know when you can destroy a record? Or if you can even destroy it at all? 



Why is it important to have rules for 
disposal? 
 

• So that records aren’t destroyed when they 
are still needed 

• To help select records that have historical 
value 

• To make sure that organisations can account 
for the disposal decisions they make 
 
 

Presenter
Presentation Notes
If there are no laws, here are some reasons why it’s good to have rules. 



Group Discussion 

 
Discuss your answers to questions 6-8 with your 

colleagues around you 
 
Where you answered ‘no’ to  
any of the questions,  
think about what action  
you or someone else in  
your organisation might  
be able to take. 

 
 
 

Presenter
Presentation Notes
A reminder on why we developed a checklist how it can be used.The checklist is a diagnostic tool and can be used by different groups of people for different reasons, records managers to see how they’re going and to demonstrate where they need to do more. Senior Officials to assess performance. Auditors etc…



6: Does the organisation know what its 
recordkeeping requirement are? 

What can you do to identify requirements? 
 

Presenter
Presentation Notes
If you have time work through these slides, if not just have a wrap up group discussion. 



• Use the Toolkit Guideline! 
• Talk to your own National Archivist 

 

Presenter
Presentation Notes
Guideline 2 looks at this in more detail. Use this as a chance to link back to the other PARBICA toolkit guidelines to show how the checklist is an anchor for all other work. 



7: Can the organisation find particular 
records when it needs them? 

What can you do to find records easily? 



• Use a file movement register 
• Develop a simple-to-use naming and 

numbering system 
• Store records securely 
• Make sure staff don’t remove papers from 

files 
• Talk to your own National Archivist 
• Use PARBICA’s model record plan 

Presenter
Presentation Notes
Guidelines 4 and 5  have more information on this. 



8: Does the organisation abide by the 
government’s rules for deciding when 
its records can be destroyed? 
What can you do if there are no rules? 



• Consider developing rules – base them on 
the analysis of recordkeeping requirements 

• Talk to your own National Archivist 
• Use PARBICA’s model disposal plan 



Group Discussion 

 
 
1. How do you think the checklist could be used 

in your country/organisation? 
 

Presenter
Presentation Notes
Discuss how similar capacity assessments are used elsewhere – for example the NZ recordkeeping audit framework.



 

Thank You 
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