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PREAMBLE
Sound records management is fundamental for good governance, effective and efficient administration. It forms the basis for formulating policy, managing resources and delivering services to the public. Records management also provides a basis for accountability and protecting the rights of individuals. 
 

To support continuing service delivery and provide the necessary accountability, Eswatini Government Agencies create and maintain authentic, reliable and usable records. Government Agencies should also ensure that the integrity of the records is protected for as long as they are required as evidence of business operations. 
This policy development guidelines are issued in terms of the Eswatini National Archives and Records Service (ENARS) Act No.6 of 2023 (Act) and subsequent relevant legislation.  In accordance with  the Act, the ENARS is mandated to ensure proper management of records in Government Agencies throughout their lifecycle, by regulating records and archives management operations across Government Agencies and ensuring adherence to proper records management Standards.  The purpose of these guidelines is to impart the National Records Management Policy and to provide information regarding the management of records in all formats in an integrated manner. The guidelines contain detailed information regarding the specific requirements and conditions for the management of public records and highlight the specific obligations of Heads of Government Agencies and Records Management Offices in terms of the Act.
These guidelines are applicable to all Government Agencies and shall be used in conjunction with related legislative, executive, judicial or administrative document. All other guidelines issued by the ENARS will be consistent with this document. 
These guidelines should be retained by the Head of the Records Management Office in each Government Agency and should be updated with such amendments or additional instructions as are made available to offices from time to time. 
The Head of the Records Management Office should ensure that the information in these guidelines is communicated to all creators of records. 
Director of ENARS
December, 2024
LIST OF TERMS 
Act: 
The ENARS Act No.6 of 2023 and its amendments thereof.
Appraisal: 
Means the process of determining the value of records through evaluation, review or selection for further use, for whatever purpose, and the length of time for which that value will continue.
Archival value: 
Those values, administrative, fiscal, legal, evidential, historical and, or informational, which justify the indefinite or permanent retention of records. 
Archives:
Means records of enduring value selected for permanent preservation. 
Closed Volume: 
Volumes of records in a current classification system that have reached a thickness of 3 cm or have become full, after which a new volume has been opened. 
Correspondence:

A set of paper-based or electronic communications and associated documents, sent, received, generated, processed and stored during the conduct of business. 
Current records:
Records regularly used for the conduct of the current business of an institution or individual and which continue to be maintained in their place of origin and includes records pending ultimate disposal or retention.
Custody: 
The control of records based upon their physical possession. 
Director:  
The Director of the ENARS
Disposal:
The action of either destroying, deleting a record or transferring it into archival custody for permanent preservation. 
Disposal authority:
A written authority issued by the Director of the ENARS specifying which records should be transferred into archival custody or specifying which records should be disposed. 
Disposal authority number: 
A unique number identifying each disposal authority issued to a specific office. 
Disposal instruction: 
The specific instruction regarding disposal allocated to each record e.g. D for delete/destroy and A for transferring into archival custody. 
Electronic Document Management System:
A system that provides the ability to capture, describe and categorize, store and retrieve, share and reuse electronic documents regardless of format (e.g. pdf,jpeg,word etc.).  
Electronic records:
Records which are generated electronically and stored by means of computer technology. 
Electronic Records Management System:
An electronic system or process – managed with the aid of computers and software – implemented in order to manage different kinds of records in an organisation. Electronic records management systems may also operate as electronic document management systems (EDMS). 

Electronic records system:
This is the collective noun for all components of an electronic information system, namely: electronic media as well as all connected items such as source documents, output information, software applications, programmes and metadata 
File:
a) An organised arrangement of records on the same subject accumulated in chronological order within the same folder or container.  
b) The physical action of allocating file reference numbers to records and placing them inside the folder or container.  
File 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.

File plan:  
A pre-determined logical and systematic structure into which records are arranged and intellectually stored according to subject groups and subjects to facilitate efficient retrieval and disposal of records. 
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. 
File reference: 
A unique identifier for a file. This can be a numerical, alphanumerical or alphabetical identifier. It is used to link a record to its specific subject file and subject grouping. 
Government Agency:
Means any Government Institution, Ministry, Department which creates, receives or maintains public records  
Head of Government Agency:  
The executive officer responsible to lead  a  Public Office or the person who is acting as such. 
Integrated Document Management: 
A set of methods and technologies consisting of messaging & calendering, imaging & scanning, file/document tracking, electronic document management, electronic records management, workflow and search & retrieval functionalities, used to manage the classification, location, movement, security, auditing, retention, and disposal of an organization’s records regardless of format. 
Intellectual control: Refers to the systematic organisation, description, and accessibility of records, enabling users to efficiently locate and retrieve information.

Metadata : Data describing the context, content and structure of records and their management through time. 
Micrographic records: The technique of photographing written or printed pages in reduced form to produce microfilm or microfiche.
Records other than correspondence: 
Records that do not form part of a correspondence file, or a case file e.g. registers, maps, plans, electronic databases, audio-visual records, etc. 
Public record: 
A record created or received by a Government Agency in pursuance of its activities, regardless of format or medium.
Record: 
a) Recorded information regardless of format or medium. 
b) 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 format. 
Recordkeeping: 
Making and maintaining complete, accurate and reliable evidence of official business in the form of recorded information. 
Records Management Officer:  An officer within the Records Management cadre charged with responsibility  of  managing a Records Office in a Government Agency.
Record 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 over time. 
Retention period: 
a) The length of time that records should be retained in offices before they are disposed. 
b) 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. 
Schedule for records other than correspondence: 
A control mechanism for records other than correspondence files (other records), which contains a description and the disposal instructions and retention periods. 
Scheduled records: 
Records in respect of which a written disposal authority has been issued and which are due for disposal on a specific date.
Semi-current records: 
Records no longer frequently used, which were created or received by a Government Agency and which were managed by a file classification system.

Unscheduled records:  
Records in respect of which a written disposal authority has not yet been issued and which can thus not be disposed of. 
Uniform Functional File Classification Schemes: A system adopted by the all Government Agencies for organising materials on the basis of the function, activity or task performed by an organisation to fulfil its mandate, instead of by department, name or subject.

Vital/essential records: 
a) Records that protect the enduring civil, legal, financial, property and other rights of the citizens of a country; 
b) Records that are needed to continue operational responsibilities under disaster conditions; 

c) Records that protect the legal and financial rights of the Government. 
PART 1: THE STATUTORY AND REGULATORY FRAMEWORK FOR RECORDS MANAGEMENT
General 
Proper records management refers to the systematic creation, maintenance, use, and disposal of records throughout their life cycle. It operates within a regulatory framework that emphasises on good governance, efficiency, accountability, and transparency. Government Agencies must have easy access to necessary records to serve the public effectively, and management of these Government Agencies have to ensure that accurate and reliable records are maintained. This accessibility supports decision-making processes that prioritise the public's best interests, as information is a crucial resource for organisational efficiency.
Outcomes of proper records management:
a) facilitates easy access to accurate and comprehensive information in an organisation.
b) promotes organisational efficiency, transparency and accountability 
c) supports the business, legal and administrative requirements of the organisation; 
d) supports and document policy formation and administrative decision-making;

e) provides continuity in the event of a disaster;

f) protects  the interests of the organization and the rights of employees, clients as well as present and future stakeholders;

g) supports and documents the organisation’s activities, development and achievements; and; 
h) provides evidence of business in the context of cultural activity and contribute to cultural identity and collective memory of the nation.
The role of ENARS is to promote efficient administration by means of proper records management. The statutory and regulatory framework detailed below establishes the basis for effective records management.
National Records Management Policy 2012 (NRMP)
The purpose of the NRMP is to ensure the systematic planning, creation, control and maintenance of authentic, reliable and useable records, with appropriate evidential characteristics, within Government and  non governmental agencies. This is done by establishing a framework and accountabilities for records management, through which best practice can be implemented and audited.
ENARS is responsible not only for the management and accessibility of current and semi-current records but also for inactive records that provide crucial evidence for decision-making. Additionally, ENARS is tasked with preserving and safeguarding this archival memory for future generations.
The requirement to keep records accessible over time places a major responsibility on Governement Agencies to ensure that electronic records and their related metadata are migrated through chances software (comprehensive software for quality control and validation), hardware and storage media as soon as they occur. The requirement for proper records management practices places a major responsibility on all Governemnt agencies to ensure that records are appropriately generated, properly maintained and well protected for as long as they are required. 
The ENARS Act No.6 of 2023
The Act addresses the acquisition, custody, care, control, and management of archives and records while establishing a robust framework for managing, preserving, and accessing documents in Eswatini. It sets up ENARS, along with an Advisory Council, responsible for overseeing the acquisition, management, and safeguarding of both public and non-public records. The legislation underscores the significance of effective records management practices, requiring public offices to follow retention and disposal schedules and keep thorough documentation of their operations. It also mandates proper management of electronic records and calls for the integration of Records Management Offices across the government for enhanced information governance. Additionally, the Act specifies the processes for public access to records, stipulates penalties for breaches, and confirms the legal standing of archived materials. This legislation plays a vital role in fostering transparency, accountability, and effective governance while also protecting the country's archival legacy.
PART 2: MANAGEMENT OF PUBLIC RECORDS 
 2.1 
General 
In accordance with the ENARS Act No.6, 2023 (hereafter referred to as the Act), the Director is charged with the proper management and care of all public records in the custody of Government Agencies.
Government Agencies need to identify the regulatory environment that affects their activities/functions and should ensure that their activities/functions are documented to provide adequate evidence of their compliance with legislation governing their specific environment. 
They must ensure that all records under their control are stored and filed in a systematic and orderly manner. Records classification systems approved by the Director should be used for this purpose. Government Agencies are ultimately responsible for ensuring that a written disposal authority is issued by the Director in respect of all records regardless of format in their custody before any records are disposed. 
Furthermore, they should ensure that paper-based records that are microfilmed or captured in electronic format are not destroyed merely because they now also exist in another format. A written disposal authority bearing an authority number for the destruction of the records should be obtained from the Director before they are destroyed. 

Government Agencies must ensure that Records Management Offices comply with the conditions suitable for the effective storage of the various types of records, including electronic records, in accordance with acceptable international records management standards. The Director can, on the grounds that the records are not managed and stored properly, require Government Agencies to take the necessary steps to ensure that records are managed and stored properly.
Should functions be moved from one Government Agency to another, Government Agencies must inform the Director in writing at least sixty (60) days in advance that records will be transferred between offices falling under the Act. This notification must include a complete list of  all the records to be transferred. 
Government Agencies should manage access to records in their custody in terms of the Act and other relevant legislation recorded in the Schedules of that Act. To this end, Heads of Government  Agencies should ensure that they document all disposal actions taken in respect of records and that all cases of lost or damaged records are properly investigated, documented and reported in writing to the Director, to ensure that they are not held liable for concealing or willfully destroying records.  
Government Agencies should ensure that their Human Resource officers  adhere to the Department of Public Service and Administration’s HRIMS . Financial records should be managed according to the regulations in terms of the Financial Management and Accounting Regulations 1998, Stores Regulations 1975, Treasury Bill and Government Stock Act 1994, Public Finance Management Act, 2017 (amended) and the best practices contained in the Office of the Auditor-General’s Audit Act 2005. They should also benchmark their records management programmes against the international records management standard SZNS ISO 15489-1 Information and Documentation - Records Management, Part 1 General, Standard; SZNS (ISO) 15489-2 Information and Documentation – Records Management, Part 2 Guidelines and ISO 27001 Information Security, Cybersecurity and Privacy Protection-information management systems requirements . 
In terms of the Act, Government Agencies must assign records management responsibilities to all employees of the organisation who create and manage records as part of their work. This should be reflected in their job description and their performance agreements. 
2.2 
Managing paper-based records 
Government Agencies should ensure that, in the transition to e-government, sufficient attention is given to the management of paper-based records generated by  Government Agencies and should ensure that all the requirements for the management of paper-based records prescribed in this manual are adhered to. 
2.3 
Managing electronic records 
Electronic records are subject to the same requirements provided in the Act and other related records Management regulatory frameworks. 
The Director shall determine the conditions according to which records shall be electronically reproduced and the conditions to which electronic records systems shall be managed as enshrined in the prevailing Act. The conditions shall cover aspects such as the classification/filing, retrieval, access to, disposal and long-term preservation of the records in accordance with acceptable international documentation management Standards SZNS/ISO 15801 (information stored electronically), and SZNS/ISO 23081 (metadata for records). Detailed guidelines for the management of electronic records shall be contained in the relevant Policies  which shall be available at the National Archives.
The ENARS requires all Government Agencies to have a strategy for the effective management of electronic records in place. This entails that: 
· Government Agencies should ensure that all electronic records systems, (including e-mail and websites, databases, electronic correspondence systems and electronic records systems other than the correspondence systems) are managed according to the guidelines contained in Government Electronic Records Management Policy.  
Heads of Government Agencies should recognize that notwithstanding the provisions of any other statutory law to the contrary (e.g. the Electronic records ( Evidence) Act, 2009) no electronic records shall be deleted without  prior written disposal authority issued by the Director. 
Government  Agencies should ensure that reliable electronic records are maintained as evidence of official business for accountability, operational continuity, disaster recovery as well as institutional and social memory. 
Government Agencies, should document and implement policies and procedures which control the classification/filing, retrieval, access to, disposal, and long term preservation of records to ensure that the context of the records is identified and that records are protected against unauthorised alteration. The policies should specify amongst others the following: 
a) what alterations may be made to an electronic record after it has been finalised; 
b) under what circumstances alterations may be authorised and who has the authority to make them and how alterations must be explicitly indicated; 
c) that an audit trail and transaction history of any alterations as well as deletions and transfers of electronic records must be captured and kept as a record; 
d) how e-mails should be managed as records; 
e) what mandatory and site-specific metadata should be kept for electronic records; 
f) the procedures for proper storage and regular recopying, reformatting, any other necessary maintenance, as well as the migration to new technologies to ensure retention and usability of electronic records throughout their life cycle; 
g) the appropriate storage environment;  
h) disaster recovery strategies and back-up management; 
i) the use of appropriate medium or long-term storage of archival records; 
j) the measures necessary for the prevention of unauthorised access to the electronic systems and the data contained in such systems. 
The ENARS also requires Government Agencies to implement and maintain Integrated  Document and Records Management Systems, including Electronic systems, that provide as a minimum the following records management functionality: 
a) managing a comprehensive  file plan according to which records are filed 
b) managing e-mails as records
c) managing websites as records
d) maintaining the relationships between records and files, and between file series and the file plan  
e) identifying records that are due for disposal and managing the disposal process  
f) associating the contextual and structural data within a document
g) constructing and managing audit trails
h) managing record version control
i) managing the integrity and reliability of records once they have been declared as such and 
j) managing records in all formats in an integrated manner. 
The purpose of these systems are to ensure that records in all formats are managed according to the same sound records management principles. Integrated Document and Records Management Systems form the support for e-government initiative. The electronic delivery of services will generate records as evidence of transactions. This evidence will have to be retained as records to provide an accountability framework within which the electronic delivery of services can take place.  
2.4 
Managing micrographic records 
The Director shall determine the conditions subject to which records may be microfilmed. In instances where microfilming involves the destruction of original records, it is imperative that the microfilming project only be undertaken once a written disposal authority has been obtained from the Director that covers both the original paper-based records as well as the micrographic copies. 
Government Agencies must ensure that they obtain the specific conditions for microfilming before a microfilm project starts. These conditions will amongst others specify that records with archival value that should be placed on microfilm media that comply with the specifications contained in the ISO 11906 (Micrographic-Microfilming). This standard contains specifications concerning the manufacturing of the microfilm, the filming process and the installation of climatically controlled storage areas. The rest of the conditions may differ among departments, depending on the scope of the specific project. 
Government Agencies are advised to clarify the legal admissibility of microfilm records before any paper-based records are destroyed in terms of a disposal authority issued by the Director. 
If another Act determines that the relevant Government Agencies may microfilm their records, it is still necessary for the Government Agencies to contact the Director to obtain the conditions in terms of the Act concerning the microfilming process as well as a disposal authority that covers both the original records and the microcopies. 
2.5 
Managing audio-visual records 
All films, videos, sound recordings and similar types of records are subject to the same requirements with regard to control, custody and care as all the other records in the possession of Government Agencies. Unlike correspondence files that are kept in a registry and can be retrieved through a filing system, these items are not necessarily stored in a registry. It is therefore necessary that these items be reflected in the schedule of other records systems (see Part 3) so that meaningful control can be exercised and a disposal authority be issued for them. 
All stipulations in this manual as well as the provisions of the Legal Deposit of Archives as enshrined in the Act and the related regulations emanating from the Act are applicable to these types of records. 
2.6 
The designation and responsibilities of a Records Management Officer 
Government Agencies through the ENARS, must designate a Records Management officer who will be responsible for the effective, efficient and accountable control of all the public records in that office. The officer should be in a relatively senior central position in the Government Agency and must be able to communicate easily with Section heads and Senior Management. The officer should have knowledge of the Agency’s organisational structure, functions and records classification systems. The officer and registry head should not be one and the same person. 
The Records Management officer is required to attend all relevant training sessions provided by the ENARS. The position of the officer shall be of a supervisory and managerial nature. The practical work connected to his/her responsibilities may be delegated to subordinates, like the registry head. However, the Records Management officer’s responsibility to ensure that the organisation's records management practices comply with the requirements of the Act may not be delegated. Offices with several Departments should appoint Assistant Records Management officers for each Department. These Assistant Records Management officers remain accountable to the Records Management officer of the whole Government Agency. 
The Records Management officer must draft a ministerial records management policy in collaboration with ENARS.  The immediate objective of the policy is the creation and management of authentic, reliable and useable records, capable of supporting the business functions of the Government Agency concerned. The long-term objective of the policy is to ensure that Government Agencies, as part of our national heritage, capture, maintain and protect a corporate memory of decisions and actions that impacted on the lives of the people and the environment they governed. The Records Management officer should ensure that the policy is adopted and endorsed by the Director as well as the Principal Secretary of the Ministry responsible for ENARS and that the policy is communicated and implemented throughout the relevant Government Agencies.  
Since Electronic Records Management is essentially a management issue rather than an IT issue, the Records Management officer should ensure that records generated and stored in electronic systems are managed in terms of the requirements set out in the Electronic Records Management Policy.  Records Management officers must have a basic understanding of the concepts of database management, file/document tracking, imaging and scanning, electronic document management, workflow and electronic records management to enable them to control records created in an electronic environment properly. The management of electronic records should not be left solely to the IT Manager since IT management and the management of records existing in IT systems are different disciplines. Technology is only a tool used to automate the creation, processing and management of records. The IT Manager is involved with the technical management of the IT systems.  Records Management officers and IT Managers should work together to ensure that records generated, stored and processed in electronic systems are managed properly. 
The specific responsibilities of the Records Management officer are elaborated upon in the ENARS Scheme of Service. Hard copies can be obtained from the ENARS.

PART 3: RECORDS CLASSIFICATION SYSTEMS FOR PUBLIC RECORDS 
Records that are correctly arranged and stored are easily accessible and facilitate transparency and accountability that are the cornerstones of  good governance. 
3.1 
General 
The Director of ENARS shall determine the records classification systems to be applied by Government Agencies. 
Records classification systems provide a way of having intellectual control over all the records of an office. They provide a means of knowing what records exist and where they are kept. Intellectual control is provided in the file plan and the schedule of records other than correspondence systems where individual records are either listed according to a hierarchical subject structure in the case of the file plan or according to document type in the case of the schedule. Records classification systems facilitate prompt retrieval of records to enable offices to provide efficient services to the public. Well-organised records - 
a) enable an organisation to find the right information easily and comprehensively to comply with the requirements of Public Finance Management Act, 2017 ; Electronic Communications and transactions Act 2022 and the Data Protection Act, 2022 enable the organisation to perform its functions successfully and efficiently; and 
b) support the business, legal and accountability requirements of the organisation.  
The use of the following records classification systems has been determined: 
3.1.1 CORRESPONDENCE SYSTEMS 
The functional subject filing system consisting of an approved file plan and an appropriate storage system is to be used by Government Agencies for the management of the paper-based correspondence system as well as for the management of electronic correspondence systems. 
When a Government Agency envisages the implementation of an Integrated Document Management System, a file plan must be approved and issued with a disposal authority before the system is implemented. Even when a Government Agency envisages phasing in the implementation of an Integrated Records Management System without the immediate benefit of an electronic records management application, it is still necessary to have a file plan approved and issued with a disposal authority prior to the implementation of the system, to enable documents to be indexed in that system. 
The Director must approve all file plans before Government  Agencies implement them. From the Government Agencies’ perspective the purpose of the file plan is to enable access to information. From the ENARS’ perspective the most important purpose of a file plan is to distinguish between archival and non-archival records. To this end it is necessary that each file plan be investigated before implementation to ensure that the distinction is made. 
This enables the speedy issuing of a disposal authority for the file plan, to ensure that archival records are earmarked as such. The purpose of investigating a file plan before implementation is also to ensure that there is no overlapping in file descriptions, that each document can only be placed on one file, and that the file plan reflects the functions of the office sufficiently.
Government Agencies must ensure that all file plans in use which the Director has not yet approved, are submitted for approval. 
File plans reflect the activities and functions of a particular office. Each file plan is unique and can thus not be used by another office. File plans are dynamic and should be adapted accordingly when the functions of an office changes. This will ensure that the file plan always correlates with the specific activities/functions of an office. 
3.1.2   RECORDS OTHER THAN CORRESPONDENCE SYSTEMS 
The schedule for records other than correspondence systems is to be used for the management of all records other than correspondence systems. Records other than correspondence systems include registers, indexes, photographs, computer printouts (Human Resource Management, Accounts Management), Audio-Visual records databases, websites, e-mails etc, which for practical considerations are not filed on the correspondence files of the filing system. Government Agencies should ensure that there is sufficient knowledge regarding which records exist and where they are kept, to ensure that access to the right information can be provided timeously. 
The only exceptions are publications obtained by means of purchase or subscription, which are not considered to be records but library material and paintings that are not records but works of art and are therefore not listed in the schedule for records other than correspondence systems. 
3.2 
Designing, implementing and maintaining records classification systems 
3.2.1  Functional File Classification Systems 
3.2.1.1 Designing and implementing a new file plan 
When designing file plans, there are a number of specific guidelines to be followed to ensure that the file plan complies with the requirements of the ENARS.  Detailed design and implementation guidelines for file plans are contained in the Uniform Functional File Classification Scheme (UFFCS). 
The ENARS has also compiled a prototype file plan for generic support functions and a prototype file plan for case files enshrined in the UFFCS. These file plans cover subjects needed for support functions (personnel records, motor vehicle files, accounting records). The file plans can be refined by Government Agencies in collaboration with the ENARS.  Some of the elements that may be updated include; name of office, implementation date, and addition of specific subjects that were not supplied. These file plans should still be submitted to the Director for approval before implementation. 
3.2.1.2 Application and Maintenance of the filing system 
The UFFCS contains generic guidelines for all records which are applicable to electronic systems. Specific guidelines for the application and maintenance of electronic filing systems will however also be contained in the specific interacting software, standards, procedures and policies of the specific electronic solution that is used. 
Specific information regarding the physical care of records generated in the filing system is contained in Part 5 of this manual. 
3.2.2 Retention and Disposal Schedule for Records Management Systems other than                               correspondence. 
When Government Agencies implement Integrated Records and Documents Management Systems, it should ensure that records other than correspondence systems are managed through that system. The schedule for electronic records systems will however remain a requirement for the management of electronic records systems other than the correspondence systems. 
The schedule normally consists of 4 parts namely: 
3.2.2.1 Part A: Retention and Disposal Schedule for paper-based Records other than        correspondence. 
In order to manage paper-based records other than correspondences and to determine retention periods for these records, it is necessary that each Government Agency should carry out a records survey to establish what other records are in their collection and where they are kept. The schedule of paper-based records other than correspondences should contain a detailed description of the records categories, the individual records themselves as well as the storage location of each. 
The ENARS has compiled prototypes of the schedule for paper–based records other than correspondences, which can be used as the framework for compiling these schedules. These prototypes are also available on request at  the ENARS.  
3.2.2.2 Part B: Schedule for Electronic Records Systems 
In order to manage electronic records systems other than the correspondence system efficiently and determine retention periods, a Government Agency must compile a comprehensive inventory/catalogue of all electronic records systems containing a brief description of the purpose of each system.  The General Disposal Authorities for the disposal of ephemeral electronic and related records and transitory records that authorise the destruction or erasure of certain categories of electronic records can be applied by the Government Agency to dispose of the non-archival systems listed in the inventory/catalogue after consultations with the Director. The inventory/catalogue must also be submitted to the ENARS to appraise the remaining electronic systems.  The ENARS will require the Government Agency to compile detailed descriptions of the archival systems for the issuing of a disposal authority as well as for archival management and retrieval purposes. 
The precise manner in which archival electronic records systems should be scheduled can be discussed with the ENARS. In some cases it may only be necessary to provide an explanation of the purpose of the system and the technology used. In other cases the ENARS may request that the information in each system should be described in comprehensive fashion. Descriptions should then include an explanation of the data sets and files included in the system; the hard copy input and output; the processing, subset, and special format files created and used in the system; and the documentation that describes and defines the system and the data in it. 
A schedule of electronic records systems normally consists of an inventory of all electronic records systems except the correspondence system with separate descriptions for each archival electronic system. The inventory must be submitted to the Director of the ENARS for the issuing of disposal authority. The ENARS would indicate which systems are archival in nature and would request that they be described in detail. The inventory and the described archival system(s) together constitute the schedule of electronic records systems.  The schedule should be recorded as Part B of the schedule of records other than correspondence systems. 
 3.2.2.3 Part C: Schedule for Micrographic Records 
All micrographic records and projects should be incorporated into the schedule for records other than correspondence systems as Part C. This should be done so as to ensure that they are properly administered and retention periods are timeously determined. 
A microfilm project may consist of one or more applications. An application is defined as the micrographic copying of a specific group of records. Separate descriptions must be compiled for each application. The described applications together constitute the schedule for micrographic records. 
The approval of a microfilm project consists of the allocation of disposal instructions for each component of the microfilm project as well as determining the specific conditions which an office must comply with regarding each application. All amendments and additions to an approved application must be reported to the Director of the ENARS in order to, revise the conditions and disposal instructions applicable to that specific application if necessary. 
3.2.2.4 Part D: Schedule for Audio-Visual Records 
Even though films, videos, sound recordings and related records are subject to legal deposit in terms of the Act, and amendmends thereto, they are still subject to the same requirements regarding their sound management as all the other groups of records. Audio-visual records should be described in a schedule for audio-visual records. This should be done so as to ensure that they are properly administered and retention periods are timeously determined. The precise manner of scheduling should be authorized by ENARS. Preferably the schedule should contain a description of the records categories, a broad description of the content of the records, as well as the storage location of each category. In some cases it might also be necessary to provide detailed contextual information as well as a list of each individual item.  
3.3 
Discontinuing/terminating records systems 
When recordkeeping systems are terminated, no further records may be added to these systems, although they should continue to be accessible. Records may be removed from the system only in accordance with the disposal authorities issued for those specific systems or in accordance with the specific conversion and migration strategies for the electronic systems. 
The process of discontinuing systems should be documented to maintain the reliability and integrity of the records held within those systems. 
3.4 
The specific responsibilities of the Records Management Officer 
3.4.1 Filing systems 
The Records Management Officer is responsible for the overall control of the  implementation, maintenance and utilisation of approved filing systems and the records filed according to these systems. 
During the compilation of a new file plan the Records Management Officer should liaise with the ENARS for assistance and advice during the process. Once the file plan has been compiled, the Records Management Officer should submit it to the Director  for approval. The Records Management Officer should keep a master copy of the file plan updated to always reflect the functions of the Agency. The Records Management Officer must ensure that the approved file plan is maintained and that all additions and amendments are reported to the Director. As the functions and activities of an office develop, a similar development should occur in the file plan. The Records Management Officer should ensure that changes in the file plan are reflected in the physical files, and in the electronic system if the office is using an electronic filing system. 
The Records Management Officer should ensure that the registry staff are trained in the allocation of reference numbers and in filing system maintenance procedures. The Records Management Officer should also ensure that all the users of the system are trained to allocate reference numbers to correspondence, to ensure that records are not misplaced. 
Supervision over the implementation and maintenance of the filing system must be ensured. The correct placement of documentation should be monitored and particular attention should be paid to policy, routine enquiry and parent files in both the paper-based and the electronic system to ensure that they are used correctly. 
3.4.2 Schedule for records other than correspondence systems 
The Records Management Officer is responsible for the overall control over the compilation, maintenance and utilisation of the approved schedules for records other than correspondence systems as well as the records themselves. 
The Records Management Officer must ensure that the schedule for other records systems is compiled and submitted in duplicate to the Director for the issuing of a disposal authority. The Records Management Officer should ensure that the master copy of the schedule is maintained and updated and must ensure that all revisions and additions are reported to the Director, to facilitate the issuing of a disposal authority for the records. 
The Records Management Officer should ensure that the disposal authority is applied at least once a year to ensure that valuable semi-current  records are transferred into archival custody and that ephemeral records no longer needed are destroyed. 
PART 4: DISPOSAL OF RECORDS 
The implementation of an effective disposal programme enables an office to dispose of its records regularly either by transferring the archival records to an archives repository or by disposing of the non-archival records when they are no longer required for administrative, legal or other functional purposes. 
4.1 
General
In accordance with the Act, no public records under the control of any Government Agency may be transferred to an archives repository, destroyed, erased or otherwise disposed of without a written disposal authority issued by the Director. 
A disposal authority is written and issued by the Director specifying records to be transferred into archival custody or specifying records to be disposed of otherwise. Government Agencies should ensure that all records scheduled for disposal in their custody are issued with a disposal authority, and should ensure that retention periods are determined for all records that are earmarked for destruction. 
The Government Agencies should inform the Director and submit an application for disposal authority if the Agency is going to close down permanently. Information on the termination of functions as well as the disposal authority application should be submitted as soon as the information becomes available. This should be done to prevent the records being lost or stored in unsuitable storage conditions. 
Agencies or sections should not use disposal authorities issued to other offices. Each disposal authority is applicable only to a specific group of records in a specific office and is not transferable. 
ENARS issues three types of disposal authorities: 
a) Standing disposal authority is issued for current records like the current paper-based records, current electronic records and projects.
b) Limited disposal authority is issued for all Semi-current records.
c) General disposal authority is issued for specific categories of records that are common in all offices such as financial records, personnel records. The existence of a General Disposal Authority does not automatically imply that the records can be destroyed. The disposal authorities should cover both archival and non-archival records. For more information regarding the retention periods applicable to the records contained in these authorities contact the Records Management Section. 
Furthermore, the ENARS uses different types of disposal instructions to indicate what disposal actions should happen with different records. The disposal symbols are the following: 
A20    - 
Transfer to archives repository 20 years after the end of the year in which the records were created. 
 
D 
- 
Destroy (body of origin itself determines retention period). 
 
D7 
- 
Destroy 7 years after closure. 
PA      - 
Can remain in the custody of the Agency indefinitely. When disposal does take place, e.g. when the Agency closes or assets are disposed of, it must be transferred to an archives repository. 
PD      - 
Can remain in the custody of the Agency indefinitely. When disposal does take place, e.g. when the body closes or assets are disposed of, it can be destroyed. 
 
DAU 
- 
Destroy immediately after auditing is completed. 
 
DAU3 - 
Destroy 3 years after auditing is completed. 
 
DAU7 - 
Destroy 7 years after auditing is completed. 
The disposal authorities issued by the ENARS enable Government Agencies to implement and maintain a systematic disposal programme.    
4.2  
Systematic disposal programme 
Office accommodation is expensive and to use office space to store old records that are no longer needed for functional and administrative purposes is not a sound financial expense for Agencies. Furthermore, the unnecessary accumulation of records no longer needed can seriously hinder functional efficiency and can impact seriously on the performance of an electronic system. Time, human resources and money spent on the care of these records could be used more effectively. There is a need for a systematic disposal programme to assist Government Agencies in reducing the storage costs involved with storing records they no longer require for administrative purposes, they are encouraged to implement such a programme. 
The systematic disposal programme consists of three steps: 
1. Gaining control of both current and Semi-current records 
2. Applying for disposal authority from the ENARS
3. Clearing the records, either by arranging for their disposal or transfer to an archives repository. 
4.2.1 Gain control 
Current records 
The control over current records is evident in the offices' ability to design, implement and maintain records classification systems. See Part 3 of the manual. 
Semi-current records 
 Paper-based records 
On the other hand semi-current paper-based records must be sorted, listed and batched by the office of origin. The office of origin must ascertain how these records originated, what their administrative value is and stipulate how long those records should be preserved for administrative purposes. The office of origin must also determine the period that the records cover, e.g. 1919-1987.  
Electronic records systems 
These systems also need to be managed because they might contain information about the business operations of the Agency that might be needed to satisfy legal and functional requirements. If an Agency does have such systems, it should be ascertained if the information in the systems is still accessible. If not, the possibility to recover the data should be investigated. The possibility to import the data into new software applications should also be investigated. The systems should then be described in the schedule of electronic records systems to enable the issuing of disposal authority for the systems. Information on the origins of the records should be collected and documented. 
Audio-visual records 
These records might contain information about the business operations of the Agency that might also still be needed to satisfy legal and functional requirements of an office. As in the case of electronic systems it should also be ascertained if the information on these media is still accessible. If not, the possibility to recover the data should be investigated. The office of origin must also ascertain how these records originated, what their administrative value is and stipulate how long the records should be preserved for administrative purposes. The office of origin must also determine the period that the records cover, e.g. 1919-1987. These records should then be listed according to the guidelines contained in par 3.2.2.4. 
4.2.2 Apply for disposal authority 
Applications for disposal authority can be initiated by the Government Agencies and submitted to the Director.For further records disposal guidelines, refer to Appendix 1 attached. A copy of the Uniform Functional File Classification Scheme (UFFCS), transmittal lists and disposal schedules should always accompany the letter of application. 
The following applications must be submitted: 
Current records 
Submit the approved Uniform Functional File Classification Scheme (UFFCS) together with a formal letter requesting a disposal authority. The disposal authority issued will be applicable to the paper-based system as well as the electronic system. 
All revisions and additions to the Uniform Functional File Classification Scheme (UFFCS) should also be submitted to the Director to issue disposal authority for them. 
 
Semi-current records 
Paper-based records 
Submit a drawn up list together with a letter applying for disposal authority. The disposal authority issued will be applicable to the records on the list only. 
Electronic records systems 
Submit a copy of the inventory/catalogue of systems together with a letter applying for disposal authority. The ENARS will identify those systems and will request the office to submit the necessary descriptions to enable the conditions for the management of each system to be determined. 
Microfilm records 
Submit the description(s) of the microfilm project(s) together with a letter requesting disposal authority. The disposal authority issued will contain the conditions applicable to each application. 
Audio-visual records 
Submit a letter requesting a disposal authority. The letter should contain a broad description of the relevant records. 
Should additional information be required the ENARS will contact the office with guidelines regarding the precise manner of scheduling.                  
4.2.3 Disposal of records 
The disposal of records is either done by destroying records that were identified as being non-archival in nature, or by transferring archival records into archival custody. 
4.2.3.1 Destruction of records 
Once disposal authorities have been issued, Government Agencies can decide on how long the non-archival records should be preserved for their administrative value before they are disposed of. Government Agencies need to consider the functional needs, financial accountability and other statutory requirements of the records when determining the retention periods. 
A particular disposal authority issued by the Director may not be used to dispose of any records not listed in that disposal authority. Records should always be destroyed in such a manner that the confidentiality of information they contain is protected. All copies of records that are authorised for destruction should be destroyed. Electronic records can only be considered to have been successfully destroyed/deleted when the information on all storage media has been overwritten. 
The destruction of records in terms of a disposal authority is carried out by the Government Agency concerned and must be done on a systematic and routine basis in the course of normal business activity. Only ephemeral records may be destroyed. Once records have been destroyed, a destruction certificate should be compiled. A copy of the certificate should be submitted to ENARS. The purpose of the certificate for the ENARS is to monitor the implementation of a systematic disposal programme and to determine if any archival records were accidentally destroyed. If unauthorised destruction has occurred, ENARS will require a written explanation from the office concerned. The certificate has a secondary purpose in that client offices can use it to as part of their documentary evidence of the disposal process (See par. 2.1). 
No destruction should take place without the assurance that the record is no longer required, that no work is outstanding and that no litigation or investigation or request which would involve the records in question is pending. 
4.2.3.2  
Transfer of Records 
 4.2.3.2.1 
General 
Public records determined by ENARS as having archival value must be kept by the Government Agency for ten years from the date that the records came into being. These records are indicated by an A10 symbol on the disposal schedule. Government Agencies must however keep all their records in safe custody until they are due for transfer to Records Centre. 
ENARS is obligated to assist Government Agencies in the proper management of and care of electronic records. The Director may recommend for electronic records to remain in the office of origin. The ENARS (Director) may also instruct  Government Agencies to transfer its electronic records into archival custody using an archival acceptable medium. 
If an Act of Parliament determines that records should remain in the custody of a specific Government Agency or person, the Government Agency may not transfer its records to an archives repository except if the Director has authorised the transfer of those records. The Director may nevertheless require that records in the custody of specific functionaries be managed as described in this manual.  
The Director may also in consultation with a Government Agency , identify archival and/or essential records that should remain in the custody of the Agency . This will be done mainly in cases where the records are of such specialised nature. 
4.2.3.2.2 
Transfer to archives repositories 
The Heads of Government Agencies must submit a written request to the Director to initiate a transfer of records. Once a written approval has been given for the transfer, records must be sorted, listed, packed and dispatched to the archives repository at their offices’ expense. A copy of the transmittal  list with a transfer letter must accompany the transfer. The records should be arranged and packed in the same sequence as described on the transmittal list. Any relevant registers or indexes should accompany these records. The ENARS shall not accept records into its custody if they are not packed as prescribed, but such records shall be referred back to the office of origin.
Records may only be sent to the repositories designated by the National Archives. Audio-visual records must be transferred to the Audio Visual Archives unit since this repository is specifically equipped to care for these records. Arrangements for transfers must be made with the Director in writing before any transfers take place. 
An agreement may be made between the Director and a Government Agency to arrange for a systematic transfer of records to the National Archives Repository, in which case the Government Agency will transfer records  as agreed upon. 
4.2.3.2.3 Transfer Of Records Between Government Agencies
Records are sometimes transferred between Government Agencies and this often occurs when functions are transferred. Government Agencies seeking to transfer records to another Agency must notify the Director of such transfers.  They should also include copies of the file plan, completed schedules for records other than correspondence as well as lists of Semi-current records. If the records in question do not have a retention and disposal schedule, this should be mentioned in the letter so that the schedule can be developed prio to transfer.  The following procedures should be followed when records are transferred between offices falling under the Act. 
Paper-based records 
Correspondence systems 
Paper-based policy and subject files: These files should be closed. No further correspondence should be placed on these files. The transferred files may not be incorporated in the filing system of the receiving office.  However such files must be linked to new files bearing similar functions opened by the receiving office.   
Paper-based case files: The Government Agency may apply in writing to the Director  for these files to be incorporated into the filing system of the receiving office.  The files should then be renumbered and descriptions altered so they can be incorporated into the filing system. 
Records other than correspondence 
Minute books should be terminated and new ones opened. 
Financial books may be used until the end of the financial year that they were received and then closed. Only financial books used for recording long term transactions are exempted. 
Micrographic and audio-visual records can be added if the receiving office is taking over the responsibility to continue the projects that they are related to. The records received from the originating office should be clearly marked with the particulars of the originating office, and those generated by the office that is taking over the function should be clearly marked with the latter office’s particulars, to provide the necessary contextual information. 
Electronic records 
Electronic correspondence may be imported into an electronic system of another office only if such records are necessary for the continued operations of the office. A complete archival copy of the entire system as it existed on the day before the transfer as well as all the necessary metadata must however be maintained for archival purposes. 
 
Electronic records other than the correspondence may be transferred to another office and may be added to provided that it is necessary for the continued operations of the receiving office. However a complete copy of the entire system as well as the related metadata as it existed on the day before the transfer must be maintained if the system was evaluated as being archival in nature or until the retention period of the system has lapsed if it was evaluated as being non-archival. 
4.2.3.2.4 
Transfer to the Records Centre 
Government Agencies may consider using off-site facilities to store their records. However, offices wishing to do so should first obtain written approval from the Director in terms of the Act.  
The ENARS should inspect all Records Centres before public records are transferred to such facilities.  Furthermore records centre inspection shall be conducted on a regular basis to determine their suitability in storing public records. 
Records that are stored in the Records Centre remain the property of the Government Agency from which they originate.  Government Agency may never renounce its responsibility.  It must ensure that the records are stored under good and proper archival conditions. If a Government Agency transferred records to a Records Centre and the Director is of the opinion that public records are not being managed properly by the facility, Director can require that the records should be moved to another storage facility. 
 4.3 
The specific duties of the Records Management Officer
4.3.1 General 
 
The Records Management officer should ensure that a written disposal authority is issued in respect of all records before any records are disposed off. The officer should ensure that all staff are aware that records may not be disposed of without a written retention and disposal authority having been issued by the Director.  The Records Management officer should also ensure that all staff are aware of the penalty for the unauthorised destruction or mismanagement of records. 
4.3.2 Destruction of records 
The destruction of non-archival records must occur in the presence of the Records Management officer and a representative from the ENARS.  Before destroying non-archival records the officer must ensure that: 
a) no work is outstanding; 
b) no litigation or investigation is conducted which concerns the records in question; 
. 
NB: The officer must also ensure that destruction of archival records does not occur. 
The Records Management officer must ensure that all destruction actions are properly documented. They must submit a destruction certificate / report to the Director once records have been destroyed and ensure that the office of origin keeps a copy of the report. 
4.3.3 Transfer of records 
The Records Management officer should supervise the transfer of the archival records to an appropriate archives repository when the time is right. 
The Records Management officer must inform the Director in writing when records are permanently transferred to another Governmnet Agency. A complete list of the records should also be submitted to the Director. 
The Records Management officer:

a) should ensure that no public records are transferred to the Records Centre without the permission of the ENARS; 
b) should inspect the off-site storage facility before any records are transferred into its custody; 
c) should inspect the facility regularly after transfers have taken place; 
d) should notify the Director when such inspections are planned and should submit copies of the inspection reports to the Director; 
e) should ensure that the off-site storage facility is familiar with the requirements of the Act before records are transferred into its custody;

should ensure that no records are transferred whether permanently or temporarily to an institution outside of government unless the Director has been informed in writing at least sixty (60) days before the transfer and a written authorization has been granted. 

f) PART 5. CARING FOR PUBLIC RECORDS 
Records require storage conditions and handling processes that take into account their specific physical and chemical properties. Storage conditions and handling processes should be designed to protect records from unauthorised access, loss, damage, destruction, theft and disaster. 
5.1 
General 
Public records are susceptible to various perils that can place them in jeopardy. Records should be stored on media that ensure their usability, reliability, authenticity and preservation for as long as they are needed.  All records must be stored in areas where they are effectively protected against fire, flooding and unauthorised access. Records should not be exposed to conditions where rough handling, exposure to heat, damp or humid conditions, dust, pests or related hazards can damage them. Care must be taken not to use hazardous cleaning materials in the rooms where records are kept.  Files, boxes and any other packaging materials should be made of acid free archival materials. 
Fluorescent tubes that are low in ultraviolet light should be used wherever possible in storage areas. Ultraviolet light can be easily measured with a light meter, and levels should not exceed 75W/lumen.  Fluorescent tubes must be supplied with UV filter covers. Lights should always be switched off.  Storage areas should not have windows.  In the case of audio-visual material, the windows should be painted black on the inside and white on the outside. 
Insects and rodents once attracted to a records storage area may damage the records, so:  
a) Do not eat, drink or smoke in storage areas; 
b) Keep surfaces (floors, tops of shelves) clean;  
c) Bait regularly for rodents and fumigate annually for insects; 
d) Insect pest strips can be used as localised insect deterrents. However, the strips should not come into direct contact with other items. 
Shelves should be made of coated metal. Wooden shelving should be avoided, as it can release harmful vapours, can contribute to the spread of fire and may harbour insects. The lowest shelf should start at least 150 mm off the floor to prevent flood damage and the top of the shelving should not be less than 320 mm from the ceiling to allow airflow. Records should not be stored on the top of shelving units as they will be too close to ceiling lights and there is also the possibility of damage from water sprinklers. Aisles between shelving should allow easy access to and removal of records. 
5.2 
Caring for specific types of record 
5.2.1 
Paper-based correspondence files  
The Correspondence files in current use should be accommodated in a Records Management Office.  The office space allocated to a registry must be able to accommodate the growth in documentation. The registry area should be separated by a counter to prevent the entry of unauthorised persons and to protect the records. Only designated staff should retrieve files from the registry. 
Correspondence should be stored neatly in file covers. Do not fold items like maps, drawings and plans to fit them into the file cover. Folding cartographic records will damage them. If an item must be folded to fit on a file, copy it and fold the copy for the file, keeping the original.  Bulky records such as reports, minutes of meetings and other bulky material should be placed in an Annexure cover. If the office has a library, these items could also be placed in the library after the necessary cross-references have been made on the relevant covering letter and on the specific item. Legible descriptions and reference numbers must be written on the file covers and must correspond with the descriptions in the file plan. Records placed on correspondence files should be arranged chronologically, according to the date on which they were received in the registry. 
Correspondence files should preferably be stored in acid free cardboard containers, cabinets or shelves to provide physical protection against fire and dust. The way in which files are arranged in boxes is vital.  
The greatest care should be exercised when handling the records, to ensure that they are not damaged.  
Paper records should be stored at temperatures between 18-20°C and relative humidities between 45-50%.  
 5.2.2 Records other than correspondence files  
 5.2.2.1 Cartographic records  
Maps, plans, charts and diagrams should be placed either in flat or vertical hanging cabinets specifically designed to store maps, plans and diagrams. Cartographic records are difficult to handle because they are usually large. Allow enough space for their safe maneuvering and viewing, when taking them out of their cabinets.  
Cartographic records should be transported flat.  However, sometimes it is necessary to roll them for storage or transport depending on crucial circumstances.  Roll around a large core (at least 90 mm diameter) with a protective covering around the outside. When unrolling this type of records, do it very gently using weights to hold the curled ends down flat.  Do not use elastic bands to secure them rather use cotton tape.  Furthermore, use flat bed trolleys when moving bulky items. The items should not hang off the edge of the trolley or drag on the floor.  
Do not use adhesive tape to repair torn items. Use protective packaging for maps, plans and charts. These are:  
a) Archival polyester sleeves: polyester is a transparent plastic which supports the plan and protects it from dust and handling; 
b) Polypropylene plastic bags are a cheaper alternative to polyester; 
c) Interleaving with pieces of archival paper protects the plans from abrasion, ink transfer or adhesive transfer from other plans; 
d) Folders that are as large as the actual records provide support while preventing items from getting ‘lost’ in the drawer.  
Label cartographic records by writing on the back of the item with a soft pencil. When cartographic records are stored inside plan cabinets, the drawers/doors of the cabinet should be accurately labeled to minimise handling.  
Cartographic records should be stored at temperatures between 18-20ºC and relative humidity levels between 40-45%.  
 5.2.2.2 Photographs and negatives 
Lint-free cotton gloves should be used at all times when handling photographic records, to prevent fingerprints from being left on the records. Labels and identification stamps should never be applied directly to photographic records however should be on the packaging. Pencil or an appropriate pigment pen can be used on the border of slides. Never write on the back of photographic prints, as this will damage the image. Never use metal pins, staples, paper clips, rubber bands or adhesive tape with photographic records. Viewing equipment should be well maintained and in a clean work environment.  
The method of packaging photographs will depend on the particular material and the use for which it is required. Photographs may be kept in reference albums, enclosures, boxes and folders. Very fragile items such as glass plates, daguerreotypes or large presentation prints may require customised packaging. Archival quality packaging should be used for long-term storage of photographic records. If plastics are used they should be polyester or polypropylene – PVC should not be used at all. Archival quality paper or board should be used for envelopes, files and boxes. Prints and negatives should be individually packed in bags or envelopes or placed in individual pockets in an album page. Loose records should be packed in small groups in archival files or folders and then boxed. If paper-based albums are used the support and boards should be of archival quality, with all pages interleaved and the images held by photo corners. ‘Magnetic’ or self-adhesive albums should never be used.  
Do not roll oversize photographic records. Store them flat in drawers or in a folder or box. Slides can be stored in slide boxes, albums or hanging files made of an appropriate material as for prints and negatives. X-rays should be treated as negative sheets and stored in archival envelopes or inert plastic sleeves and then boxed.  
Photographic records should be stored in a clean, dark, climatically controlled environment. Black and white photographs should be kept at 8-12ºC and 30-40% relative humidity, and colour photographs at less than 5ºC and 30-40% relative humidity. Temporary records and reference copies can be stored under general archives standards of 18-22ºC and 45-55% relative humidity.  
5.2.2.3 Books and registers other than library material 
 
Cleaning books and registers:
Books and registers should be regulary cleaned with an archival vacuum cleaner and a soft brush. Qualified book restorers should take care of leather covers. You may notice some old ledgers leaving a red dust on your fingers. It is red rot.  A qualified book restorer should treat it. 
Protecting books and registers:

Books and registers can usually be considered already being in their protective packaging, except in special cases; this is the function of the binding.  These items can be placed on shelves without boxes.  Some books and registers have decorative bindings which form an intrinsic part of the item and they must be protected from dust and dirt by being boxed or wrapped with protective material.  Boxes may also be used if the book and register is fragile, if they need to be grouped together, or if boxes would make retrieval easier. Before placing a book and register on a shelf or in protective packaging, it is important to ensure that it is free of dust and unaffected by mould, insects or active corrosion.  
 
Labeling books and registers:
Labeling books and registers is clearly an important aspect of preservation. If books and registers are easy to locate, it reduces the amount of handling thus reducing the damage that they may incure. However, labeling books and registers can be quite difficult. If the binding is not intrinsically important, a label can be stuck to the binding. Eventually the adhesive on the label will fail, and a new label will need to be put in place. If the binding is intrinsically important, the book and register must be boxed or covered so that the information can be put on a surface other than the binding.
 
Storing books and registers:
Some books and registers should be stored flat on shelves, e.g. fragile books and registers, books and registers that do not close properly (they may contain paper cuttings or photographs), and large, heavy books and registers. Smaller books and registers may be stored upright on shelves, but take care that they do not lean over at an angle as this will damage the binding. Shelf dividers or spacer boards can be used at regular intervals to support books and registers in an upright position. Be aware that some types of binding (especially post binding) may stick out and damage adjacent books and registers in the shelves. Protective boxes may be required to stop damage occurring. If boxed, the books and registers should be placed upright inside the box (as they would be if they were on the shelf with no box).  
Books and registers should be stored at temperatures between 18-20ºC and relative humidities between 45-50%. 
5.2.2.4 Electronic Records 
The different types of electronic storage media each have their own requirements regarding care and environmental conditions. 
5.2.2.4.1 Caring for magnetic media 
5.2.2.4.1.1 General 
 
Handling magnetic media:
When working with magnetic media officers should wear lint-free gloves, because even if hands are clean and dry, fingerprints are still left on magnetic media. Do not touch the recording surface of disks and tapes, do not fold or bend disks, and do not write on the paper jacket of the disks.
Labeling magnetic media:

Labeling should be in ink rather than pencil as graphite dust from the pencil could interfere with the reading of the disk or tape.  Labels should not be written on once they are attached to a disk. Items should only be removed from their protective packaging for use and returned to their containers immediately after use. 
Moving magnetic media:

Special care should be taken when moving magnetic media.  Ensure that the media are not bumped or dropped, and items should be properly packed in custom-made transportation canisters.  Freight and courier companies that specialise in the transportation of magnetic media should be consulted where large quantities are involved or important material is to be moved. 
Storing magnetic media:
Keep food and drink away from storage media as well as equipment.  Store disks and tapes in a vertical position in a storage container. Magnetic media should preferably be stored in a vertical position in closed metal cabinets, to provide extra protection against heat and dust.  However if there are adequate environmental controls, storage on open shelves and racks is acceptable.  The storage equipment should: 
a) be sturdy; 
b) allow for vertical storage of tapes and disks; 
c) be electrically grounded. 
Paper or cardboard enclosures should never be used for the storage of magnetic media.  These enclosures tend to generate dust, which can be particularly damaging to magnetic media. Areas intended for storage of magnetic media should be checked by qualified staff to ensure the absence of magnets or magnetic fields that exceed acceptable limits.  Walls, floors and all storage equipment, electrical equipment and wiring within the area must be checked. The area should be free from potential sources of dust, such as typewriters, paper shredders and printers.  Carpets should not be used and measures should be taken to prevent dust entering from outside, e.g. installation of an air lock, or maintaining positive internal air pressure. Magnetic media should be stored at temperatures between 18-21ºC and relative humidities between 45 – 50%. 
Maintenance of playback equipment:

The information held on magnetic media can only be processed or read by mechanical means, therefore it is essential that equipment is maintained in good condition – poorly maintained equipment may actually cause damage as it processes or plays tapes and disks.  The heads, disk drive and tape drive elements of playback and recording equipment should be cleaned on a regular basis according to manufacturers’ recommendations. 
5.2.2.4.1.2 Magnetic tapes 
Support open-reel tapes by the hub of the tape during handling and transportation. 
Cassettes and tapes should be winded to the end of one side after use.  They should never be left stopped partway through for any length of time and the use of ‘pause’ mode should be avoided. 
Storage of magnetic tapes:
Tapes should be stored in cases made of non-magnetic material, preferably an inert plastic such as polypropylene. Polyvinyl Chloride (PVC) plastic is unsuitable because it contains chlorides that may damage the tape. Cases should have fittings to hold the tapes in position by the hub. They should be strong enough to protect the cassettes from physical damage and close tightly to keep out dust particles. 
Reels or cores used for winding tapes should be clean and free from cracks or sharp edges.  There should be slots in the flanges of the reels to prevent bubbles of air from being trapped between the layers of tape on the reel. Reels should be made of a stable inert plastic such as polypropylene (not PVC). 
Exercising magnetic tapes:
Tapes should be exercised to improve their life span. Problems such as ‘wrinkling’ or ‘cinching’ of tape may build up in a tape pack as it sits in storage. Exercising can reduce the stress, which cause these problems and may also reduce the danger of print-through. Exercising involves winding the tape slowly through its entire length at playback speed, without stopping.  The process should be carried out in the same environmental conditions in which the tapes are to be stored.  Tapes which are to be moved to a different environment for exercising should be allowed a period of 48 hours to acclimatise to the new environment before exercising them. It is preferable that tapes are exercised every year but at least once every 3 years. 
To minimise deterioration due to handling and use, copies of important and frequently used tapes should be made for reference purposes.  Ideally, a preservation master copy, a duplicating copy and a reference copy should be produced, with the preservation master copy stored in a different location from other copies.  The duplicating copy is used to produce further reference copies, when multiple copies are required.  Labels should clearly indicate the status of the copy. 
5.2.2.4.1.3 Disk and Diskettes 
Disks should never be flexed, bent or picked up by the oval slot in their jackets or by the centre hole of the disk.  
Store diskettes under normal office conditions, taking care to avoid extreme fluctuations of temperature or humidity.  
Floppy disks and diskettes should be stored in protective envelopes that are resistant to static electricity build-up and have a non-abrasive surface.  Tyvek envelopes are widely available and are suitable for this purpose. 
5.2.2.4.2 Caring for optical media 
Officers should wear lint-free cotton gloves to avoid scratching or other marking of the surface. Even if lint gloves are used, do not touch the reflective side of the disk. If disks must be handled with bare hands then fingers should never be allowed to touch the reflective side of the disk. If an optical disk becomes dusty, dirty or fingerprinted it may be possible to clean it before permanent damage occurs, provided great care is exercised.  Gently remove loose dust using a non-abrasive photographic lens tissue, or soft brush.  Oily dirt deposits and finger marks can be removed using a photographic lens cleaning solution and lens tissue.  The lens cleaning solution should be applied sparingly to the disk surface and wiped off with the tissue.  The cleaning motion should never be circular (along the tracks) – always brush from the centre of the disk outwards.  If the cleaning process creates a scratch, it will do less damage cutting across the tracks rather than along them. 
Disks should only be removed from their protective packaging for use and returned immediately after use. Disks should not be bent or flexed. 
Food and drink should never be consumed where optical disks are in use. 
Write Once Read Many (WORM) and Rewritable disks should not be left in direct light or sunlight as it causes the dye layer to fade and the disk to become unreadable. 

Storage of optical disk:

Optical disks usually come with their own rigid plastic case, known as a jewel case.  These cases are reasonably dustproof and are suitable for long-term storage as they are usually made of an inert plastic.  Disks that do not have a jewel case should be individually enclosed in a sleeve, bag or envelope made of an inert plastic such as polyethylene, polypropylene or Tyvek. Disks should not be stacked or packaged in groups so that they contact each other, causing pressure build-ups, as this may lead to warping or deformation.  Jewel cases are the ideal enclosure because they support each disk at the hub and deflect any impact from other items. 
 
Labeling optical disk:
Disks should be labeled on their protective packaging rather than directly on the disks themselves.  Inks from pens and markers may contain solvents that can damage the disk and graphite dust from pencils may interfere with reading of the disk. 

Storing optical disk:

Optical disks should be stored at temperatures between 18-20ºC and relative humidities between 45 – 50%.   
The information held on optical disks can only be processed or read by mechanical means, therefore it is essential that equipment is maintained in good condition – poorly maintained equipment may actually cause damage.  To ensure maximum equipment life and to minimize playback problems, optical disk equipment should only be operated in a low-dust environment.  Equipment should also be regularly wiped over with a slightly damp cloth to avoid dust build-up.  Other maintenance instructions provided by equipment manufacturers should be followed. 
The main prospect for long-term retention of information on optical disks seems to be in regular copying or data migration.  This entails copying the information on the disk to a fresh WORM or rewritable disk or to another format such as digital tape (or other new technology formats that may be developed).  If this is done regularly then the information should survive indefinitely. 
5.2.2.5 Micrographic records 
 
Micrographic records handling:
Officers should wear lint-free cotton gloves at all times when handling silver halide film.  
Silver halide master films should not be used for reference purposes as the film rolling mechanisms on the reader and printer equipment can cause severe scratching of the gelatin emulsion. Regular surveys of the condition of film holdings should be programmed to monitor any problems. Films and fiche should be returned to their protective packaging immediately after use. Do not leave microform material loose on a work surface where it can be easily damaged.  
The method of packaging microforms will depend on the exact material and the use for which it is required. Master films should always be stored in archival quality enclosures to ensure their long-term stability. Reference copies may not require such stringent quality controls. The method of packaging will also depend on the specific 

format.

Viewing equipment:

Viewing equipment should be well maintained and in a clean work environment. Reference films should not be left in viewing equipment for long periods, as prolonged light exposure will affect image quality. 
Storing microform:
The master copy of any microfiche or microfilm should be kept in a different location (preferably off-site) for preservation. A duplicate copy should be used for reference purposes. This is a security measure to ensure that at least one copy of the information will always exist, protecting the master against destruction by theft, inadvertent use, or disaster such as flood or fire.  
Storage furniture should be made of coated metal. Wood should be avoided, as it can release harmful vapours, can contribute to the spread of fire and may harbour insects. Specially designed storage furniture such as drawers and cabinets can be purchased for microforms allowing more efficient use of space, however, these are only necessary when large quantities of film are held.  
Preserved and duplicated copies should be stored in a clean, dark, climatically controlled environment. Black and white material should be kept at 8-12ºC and 30-40% relative humidity, and colour at less than 5ºC and 30-40% relative humidity. Temporary records and reference copies can be stored under general archives standards of 18-22ºC and 45-55% relative humidity.  
Microfilm 
Microfilm should be winded onto standard sized reels made from inert plastics or corrosion resistant metals. The loose end of the film should be secured using a strip of archival quality paper held in place with cotton tape. Never use rubber bands or sticky tape to secure a film.  
Each roll of film should be individually enclosed in close fitting sealed containers made from polypropylene, polycarbonate or archival quality cardboard. The size of the container should fit the size of the film, i.e. do not put small rolls of film in large containers.  
Never apply labels directly to the film-mark the outside of the container only. Some adhesive labels may damage films even when applied to the container, so marking with permanent inks is preferable.  
Microfiche  
Master microfiche should be individually enclosed in sleeves or envelopes made of inert plastics such as polyethylene, polypropylene, polyester or Tyvek, or archival quality paper. Reference copies of fiche may not need individual enclosures as long as they are protected from excessive dust and light, e.g. in inert plastic file boxes or drawers.  
Labels should not be applied directly to fiche or to individual enclosures and are usually not required as each fiche has its own header where control information is recorded. However, if additional labeling is required, use a permanent pen and mark the non-image area of the fiche (preferably in the header space).  
Aperture cards  
Aperture cards are normally produced for reference purposes and can be stored as reference fiche, in clean, sturdy, light and dust proof containers . The master copy would be retained as a roll film, however, if master aperture cards were held they should be individually enclosed, in the same way as master microfiche.  
5.2.2.6 Audio-visual records 
 
Storage of audio visual records:
These records may not be stored in the registry, because they are subject to special handling requirements to ensure their long-term preservation. 
Storage conditions are to be Kept consistent. Fluctuations in temperature and relative humidity can be harmful to audio-visual records. Choose a storage area away from heavy office traffic.  An air conditioner and a humidifier can help stabilize conditions.  Monitor temperature and relative humidity (RH) with a hygrothermograph. 
Maintain a dust free storage area. Regular housekeeping and air filters can reduce the amount of minute, airborne particles that can scratch audio-visual media and cause signal loss. Recordings can also be protected from dust by keeping them in closed containers. 
Store records away from sources of light, heat and water. Block out harmful ultraviolet light by shading windows and installing UV light filters. Avoid locating storage areas in basements, attics or near heat vents, washrooms, sprinklers and water pipes. 
Prohibit food and smoking in storage areas. Spilled drinks and food crumbs can contaminate audio-visual records and equipment, and may also attract pests. 
Always keep audio-visual records in closed – not airtight – containers to protect them from dust and physical damage. Good containers are made of materials considered safe for storage (for example, acid free paperboard and non-corrosive metal). Certain plastics such as polyethylene, polypropylene, or polyester is also considered to be safe storage materials, but do not use containers made from Poly Vinyl Chloride (PVC). Always use clean undamaged containers for storage – even a few rust spots on a metal film container will accelerate the deterioration of the film inside. Be sure not to keep any shotlists or other papers inside the container, instead, put them in an envelope affixed to the outside. 
Audiotapes should have at least two feet of leader at the head and tail, and should be wound tail-out on a take-up reel. Keep open reel audiotape in a clamshell-style type box with a centre hub. Unless damaged, the original tape box is usually adequate.  
Forward audio - cassettes to the end of one side before storing. This can help relieve tape stress, since the cassette will have to be rewinded before it is played. Store audio-cassettes in clean, plastic cases. 
Forward video cassettes to the end and store them in their original sleeves or in non PVC plastic boxes. Always shelve video cassettes upright, with the full reel at the bottom, do not stack them on top of one another. Open reel videotape should be winded on a reel and kept in an enclosed plastic case. 
5.3 
The specific responsibilities of the Records Management officer
The Records Management officer is responsible for ensuring the safe custody and storage of all records in all formats. 
The Records Management officer should:

a) conduct regular inspections in the individual components to ensure that their records management practices conform to the standards promulgated in the Act. Copies of these reports should be submitted to the Director; 
b) liaise with the IT manager to share information regarding the proper storage of electronic records and should be involved in the regular maintenance of records stored on electronic storage media; 
c) ensure that regular inspections are done and that the results of these inspections are also reported to the ENARS;
d) regularly monitor buildings and storage areas in order to maintain a stable, protective environment for records; 
e) develop a programme whereby the building, temperature, humidity, air quality, and light in storage areas are monitored, pests are controlled, fire protection and safety equipment are checked and the presence of magnetic fields is monitored;

inspect the records to monitor for signs of deterioration; 
f) ensure that a proper disaster management programme is in place and communicated throughout the Government Agency; 
g) should ensure that all staff are aware of the importance of security in the building and records storage areas. 

 PART 6: TRAINING 
The records management programme should be staffed by personnel with appropriate skills and knowledge to ensure that it is effective, efficient, transparent and accountable. 
6.1 
General 
Records management is a shared responsibility between Senior Management, Records Management officers and Action officers. All creators of records should be equipped with the necessary skills to capture and manage reliable and authentic records. Programmes for training should encompass all members of Senior Management, Records Management Officers as well as all users creating and using records while performing their functions. 
Heads of Government Agencies seeking to conform to the guidelines set out in this manual and to benchmark their Records Management practices against SZNS/ISO 15489 Information and Documentation – Records Management, should ensure that an ongoing programme of Records Management training is established. The training programme should ensure that the benefits of managing records are widely understood in the Agency. 
A Government Agency may engage a consultant with relevant qualification to provide Records Management training.  The consultant must be well versed in the requirements of the Act.  Government Agencies must consult the ENARS for advise during the appointment of the Consultant. 
Records Management officers, trainers, work study officials and registry heads should attend the ENARS Records Management refresher course as well as any other training that might be offered from time to time to equip them for their specific responsibilities in terms of the Act. 
6.2 
Specific responsibilities of the Records Management Officers
The Records Management officer is responsible for:

a) implementing and managing a suitable training programme for Senior management, Action officers and records management staff. 
b) supervising the training of staff and evaluating the success of the training and effectiveness of the records management programme.
c) ensuring that records management consultants and suppliers of electronic records management systems and related products employed by a Government Agency, are familiar with the requirements of the Act. 
Every Records Office in a Government Agency should have a copy of the Eswatini Government Records Management Procedures Handbook to guide the daily operation of Records Management Offices. The ENARS has compiled a prototype Registry Procedure Manual that is available at ENARS. 
The Records Management Officer is responsible for ensuring:

a) all Records Management Officers are trained and have attended the National Archives Records Management Course. 
b) Records Management Officers are aware of and adhere to the standards, procedures and methods of records management promulgated in the Act. 
c) all staff members are made aware of their joint responsibility in maintaining sound records management practices.
d) awareness campaigns are conducted. 
e) ENARS Records Management Section conducts workshops whenever new file plans are implemented to ensure that all members of staff know how to read and use the file plan. 
PART 7: COMPLIANCE MONITORING 
The Records Management programme should be regularly monitored to ensure that it is effective and that it meets the requirements of the Act. 
7.1 
General 
Heads of Government Agencies should ensure that compliance is regularly monitored to ensure that the records systems, policies, procedures and processes are properly implemented. 
ENARS is obliged to inspect Government Agencies to determine if their records management practices conform to the policies, procedures and guidelines. 
7.2 
Specific duties of the Records Management Officer
The Records Management Officer should:

a) conduct regular inspections in the individual components to ensure that their records management practices conform to the standards promulgated in the Act. If the processes and policies are found to be inadequate or ineffective, they should be reviewed in conjunction with the ENARS Records Management Section. 
b) monitor and ensure compliance of systems and produce regular reports, to be submitted to the Director.  
c)  retain contact with ENARS and, when necessary, request ENARS to conduct inspections on his/her behalf. 
PART 8: FURTHER INFORMATION 
Further guidance can be obtained from: 
The  Director
Eswatini National Archives and Records Service
P.O Box 946
Mbabane
H100
Tel: +268 – 241 612 76/2625
E-mail address:  director_archives@gov.sz
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