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NRMP -  
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Public Policy Co-ordinating Unit

SNA - 
 
Swaziland National Archives 

SIMPA- 
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UNISWA - 
University of Swaziland 

1.0 Introduction
The National Records Management Policy (NRMP) applies to all records created, received or maintained by Swaziland Government Ministries, Departments, Government parastatals as well as private sector organizations. This policy further binds all staff responsible for records management functions and responsibilities in the various Ministries and Departments to ensure that accurate, authentic and reliable records are created and maintained in the conduct of official business transactions.  Records and documentation created in the course of business transactions are subject to public and contractual record-keeping requirements.

The Swaziland Government recognises that the efficient management of all Ministerial and Departmental records is necessary in order to support the core functions, to comply with legal and regulatory obligations and to enable the effective management of the entire Swaziland Government institution. 

Records are defined as all those documents, regardless of format, which document business activities (e.g. financial, legal, personnel, operational matters etc) which are thereafter retained (for a set period) to provide evidence of its transactions or activities. These records may be created, received or maintained in hard copy or electronically including e-mail. 

Records Management is defined as a field of management responsible for the efficient and systematic control of the creation, receipt, maintenance, use, distribution, storage and disposal of records (ISO 15489). It constitutes a series of integrated systems related to the core processes of the Swaziland Government that ensure that evidence of, and information about, its activities and transactions are captured and maintained as viable records. 

A small percentage of the records will be selected for permanent preservation, as archives documenting cultural heritage and societal memory, for historical research and as an enduring record of the conduct of Swaziland Government functions and business. 

The impact of proper records management on official Government business contributes immensely to the socio-economic development of the nation. Properly managed records are instrumental in combating corruption, protecting the rights of citizens, enhancing informed decision making thus avoiding the repetition of costly mistakes committed in the past.

1.1 Contextual Background

The operations of the Swaziland National Archives (SNA) are governed and guided by the Archives Act No. 5 of 1971. The National Archives Department occupies a key position in Swaziland’s records management and information network as the legal custodian for public, non public and privately published or unpublished documentation regardless of media relating to Swaziland. 

The Department has all along been an end player in the management of records serving only as a recipient of closed records. However, owing to recent developments and in compliance with international standards in Archives and Records Management and alignment of Government Ministries in 2008, the Swaziland National Archives has assumed total control of the records management lifecycle. The Swaziland National Archives is, therefore, mandated to ensure the overall management of the lifecycle of the record, i.e. from planning of records management systems, creation, maintenance up to the disposition stage, where ephemeral records are destroyed and records of enduring value are transferred to archival custody for permanent preservation and public access.

Good archival records are the outcome of well managed current records. There can be no useful archival records in future without proper and effective records management in the current and semi-current stages of the records lifecycle. 

After SNA’s establishment in 1971, Patrick “Siguca” Forsyth-Thompson became its first Director. Swaziland National Archives operated under the Deputy Prime Minister’s offices in Mbabane up until 1990. On the very same year the Department was transferred to the Ministry of Natural Resources and Energy. Between 1996 and 2008 the Department was placed under the Ministry of Tourism, Environment and Communications. In 2008, following a revised alignment of Government Ministries and Departments effected through Legal Notice No.25 of 2009, the SNA was placed under the Ministry of Information, Communications and Technology; where it is currently. 

At inception, the National Archives Department had five key sections: 

1. Archives Administration

2. Records Management

3. Photography

4. Book Bindery

5. Special Library

Owing to the dynamic nature in archives and records management and Information Science, the sections are manned by trained professionals in the relevant fields. Consequently, the Swaziland National Archives has expanded its records and archives management mandate, in line with international standards and best practice, to incorporate six more sections as discussed below: 

Records Management Section

The main objectives of this section are;
a) To assist in developing national policy on records management services based on national needs and priorities as well as accepted international standards and procedures on Records Management.

b) To assist Government Ministries, Departments and NGOs plan, design and authorise records management systems;
c) To assist Government Ministries and Departments in creation, maintenance and authorization of records retention and disposal guides. 
d) To monitor and evaluate the effectiveness of the policy on records management.  

e) To provide national leadership and professional competency in all matters pertaining to records management.

f) To promote efficiency, effectiveness and economy in the management and use of public records.

Archives Administration Section

The main objectives of the section are;
a) To assist in developing sound national policy on Archival services based on national needs and priorities as well as accepted international standards and procedures. These policies include amongst others acquisition, access, appraisal, reference, archives outreach programming etc.

b) To effectively coordinate the implementation of the approved policies on archival services and periodically evaluate their effectiveness.

c) To provide national leadership and professional competency in all matters pertaining to Archives administration.

d) To acquire and preserve documented material of national, historical and educational value for research, reference, administration and posterity.

Archives Special Library   

The National Archives Special Library complements the primary sources available for consultation by researchers and acts as a Legal Deposit for all published and unpublished materials on or about of Swaziland. Part of the collection of materials in the Special Library is generated from the researchers who use archival reference materials, through Legal Deposit provisions.

Conservation and Book-bindery Section

The main objectives of the section are;
a) To plan and implement policies, procedures and processes that together prevent further deterioration and renew the usability of different groups of archival materials.

b) To develop and continuously update a long range preservation plan that serves as a roadmap in carrying out preservation actions and in keeping the institution’s preservation activities on track.

c) To apply a range of methods and techniques to records in their respective formats to physically repair them, make them usable and protect them from damage.

Reprography and Micrography

The main objectives of this section are:  

a) To regulate and streamline the conversion and copying of archival records and information from paper to other formats or from other formats to paper aimed at increasing public access and use and long term preservation. 

Photographic Services Section

The main objectives of this section are;
a) To capture and process historic photographic collection to be used by researchers and the general public. 

b) To maintain the Dark-Room and Digital Technologies services and equipment used in this section.

Oral History

The main objectives of this section are:

a) To collect and preserve historical information from knowledgeable citizens of Swaziland. This is done to fill in existing gaps in archival holdings.

b) To record, edit and transcribe all audio, video interviews.

Audio Visual Unit

The main objectives of this section are;
a) To acquire audiovisual materials from both print and electronic media through Legal Deposit, donations and purchase.

b) To preserve and provide public access to audio visual records.
Maps and Drawings

The main objectives of this section are;
a) To acquire maps, plans and drawings documenting key aspects of the history of Swaziland. 

b) To preserve and provide public access to records in the form of maps, plans and drawings. 
Online Search-Room

The main objectives of this section are;
a) To provide online public access to archival holdings
b) To enable the provision of on-site and off-site public search facilities.  
Archives Outreach 

The main objectives of the section are;
a) To promote public awareness on the importance and use of archives.

b) To encourage pupils (e.g. school going children) to appreciate and use archival sources at an early stage.

c) To outline public programming activities including archival exhibitions. 

A National Policy on Records Management (NPRM) is therefore, required to provide the Swaziland National Archives, Government and relevant stakeholders with direction on best practice and standards in Records Management to ensure the creation and maintenance of authentic, reliable and usable records and to guide the operations of the various sections within the SNA.
1.2 Government / Sectoral Vision

The Swaziland National Archives, in accordance with government’s development initiatives through Millennium Development Goals (MDG’s), Decentralization Policy, Poverty Reduction Strategy and Action Plan (PRSAP) and the National Information and Communication Infrastructure Policy (NICI), is in the process of implementing programmes that address some of the country’s key development strategies.

For instance, records regarding the strategic expenditure of Government in line with the PRSAP should be made readily available and accessible. This will assist in Government’s economic forecasting and planning as well as Government’s public accountability. Similarly, information on the Ministry of Health can be made available in Records Centres in the four administrative regions of the country and will be accessible to the creators and be extended to the general public on special arrangements.    

The Swaziland National Archives (SNA) supports the basic principles of good governance through promoting effective management of government records. These records facilitate the efforts made by government in building consensus, accountability, transparency, responsiveness, effectiveness and efficiency, equitability, inclusiveness and strict adherence to the rule of law. Such a situation ensures that service delivery is efficient; corruption is minimized; every citizen participates in decision making and citizenship rights are protected.

1.2.1
Vision
The vision of the National Archives Department is to provide highest standard in records and archives management services and to increase public awareness on the importance of documentary heritage of the Swazi Nation.

1.2.2
Mission Statement

The Swaziland National Archives promotes national identity, protects personal and public rights of Swazis and promotes efficiency, accountability and transparency of the government through the preservation of public records of research value regardless of format and historical information on Swaziland for use in the government and the people of Swaziland.
1.3 Policy Process followed

The Government of the Kingdom of Swaziland has standardized policy guidelines to be used in developing all public policy documents. These guidelines are acquired from the Policy Programme Co-ordination Unit (PPCU) and used to guide the policy formulation process.

The first activity undertaken was to organize a workshop for key stakeholders in line with the Swaziland Government PPCU guidelines which indicate that “at the policy initiation stage, key stakeholders should be consulted in order to define the purpose of the policy and to set preliminary guidelines”.  One of the key presentations made during the stakeholders’ workshop was by representatives from PPCU who took stakeholders through all the processes to be followed in policy development. The PPCU presentation was followed by group discussions where the participants identified the problem statements and key policy issues. 

1.4 Key players consulted in the policy making process

The following stakeholders were consulted and contributed to discussions leading to this policy; Swaziland National Archives; Swaziland Government Computer Services; Ministry of Public Service; Office of the Accountant General; Auditor General’s Office; Attorney General’s Office; Swaziland National Library Services; University of Swaziland; Swaziland National Trust Commission; Federation of the Disabled in Swaziland (FODSWA) Policy and Programme Co-ordination Unit (PPCU); Ministry of Information and Communication Technology; Swaziland Broadcasting and Information Services; Macmillan Publishers; Parliament Library; Swaziland National Institute of Management and Public Administration (SIMPA); Institute of Development Management (IDM), Swaziland; United Nations Educational Scientific and Cultural Organisation (UNESCO)- Swaziland Country Office; Historians; Swaziland Anti-Corruption Commission; Swaziland Revenue Authority (SRA); Royal Swaziland Police; Umbutfo Swaziland Defence Force; His Majesty’s Correctional Services; Eastern Southern Africa Management Institute (ESAMI); Swaziland Standards Authority (SWASA) and the Ministry of Economic Planning and Development.
2.0 Problem Statement

Swaziland Government Ministries and Departments are characterised by predominantly poor records management practices. 35% of these Ministries and Departments practice proper records management, (the Review Team Report, 2008). Poor records management practices in the public sector is further aggravated by the redeployment of trained registry personnel, rampant recruitment of unqualified or untrained registry personnel and non-compliance with the ISO 15489. Consequently, poor records management in the public sector manifests itself in the following scenarios amongst others;
1. misplaced records due to the lack of proper file tracking systems 

2. lack of professional training in archives and records management by registry officers
3. lack of properly designed records management structures across Government which leads to overcrowding and storing of records in passages where they are highly likely to be exposed to adverse weather elements and theft
4. low status generally accorded to registry responsibilities
5. no systematic filing of e-mails
6. delay in public service decision making processes whereby crucial records are lacking or missing to support effective and timely decisions which in turn compromise the service delivery 

7. poor file classification systems in Government registries which results in a lot of  records being misfiled, thus rendering the information contained inaccessible
8. lack of security in the Government registries which leads to the rampant theft of records carrying sensitive and confidential information e.g. dockets and personal files
9. lack of records management budget support across the public service
10. incompatibility of storage media
11. lack of retention and disposal schedules
12. lack of effectiveness,  efficiency,  transparency and accountability in Government service delivery; thus compromising good governance;

Pursuant to Legal Notice 25, 2009, the SNA Department undertook two Records Management Sensitization workshops for the Clerical cadre across Government in August 2010 including a Disaster Preparedness Workshop for Records Management in May 2011. The Department is involved in the planning and design of Records and Archives teaching curriculum at the Institute of Development Management (IDM). A draft Schemes of Service meant to professionalize the Records Management cadre across Government has been submitted to the Ministry of Public Service for final approval and eventual adoption. The Department is in the process of revising the Records Management Procedures Manual to align it with International Records Management Standard (ISO 15489) best practice models.
The proposed National Archives and Records Management Bill (2010) seek to address the shortcomings of the National Archives Act No. 5 of 1971. It is therefore envisaged that the National Policy on Records Management will address the above listed problems in order to; ensure that standard Records Management procedures are understood and applied across Government Ministries and Departments; to control Record Management staff development issues; and to control the management of records throughout the life cycle model (i.e. from creation, control, maintenance, use to disposition). 
2.1 Background to the problem

Proper records management practices for both paper and electronic records result in effectiveness, efficiency and transparency in the delivery of government services worldwide. Records document government actions (and transactions) and protect citizen rights. Records further provide the basis for accountability in Government and enable it to efficiently manage the economy, public sector spending, healthcare, education, the prison and judicial system.  In short, records are essential to every function within Government. Lack of good records management practices leads to inefficiencies, wastage of resources and corruption in Government. According to the Ministry of Finance a certain percentage of the government wage bill is paid to ‘ghost workers, people who do not actually exist, where expenditure batches worth E34, 931, 006.16 could not be located from the records storeroom (Swaziland Government Auditor General’s Report, 2006).
The Ministry of Public Service which was mandated to oversee the smooth operations of all Government registries did not have the necessary professional expertise to carry out this function. As a result, professional staff development for registry staff was neglected, necessary storage equipment and facilities lacked in most registries, with no budget dedicated to records management activities. 

Registries and registry work was, for a long time frowned upon and registries treated as dumping places for unserviceable furniture, ‘useless’ records, a cafeteria, a staff room and staffed by incompetent officers. 

The National Archives Act No.5 of 1971 which regulates the operations of the Department partly contributed to the neglect of the records management aspect in the first phase of the records management lifecycle (especially in the active stage). This is the phase where records were created and maintained in Government registries with no professional oversight from the National Archives. Archival institutions including Swaziland were often the end players in a process over which they exercised very little control. It is therefore no wonder that records managers and archivists have traditionally played a very passive role on how records were first created and managed as reflected in most Commonwealth archival legislation, (Parer, 2000). Consequently, the proposed National Archives and Records Management Bill (2010), seeks to address the shortfalls of the Archives Act, No.5 of 1971. 
The development of records management best practice models in Swaziland do not tally with international standards and theories such as the Records Lifecycle Model and the Continuum Model which advocate for the need to care for records from the time of their creation, use, maintenance up to disposition.  

Paper was, the main medium for government records and the procedure was that the records would pass from the care of record officers in the creating agencies to storage at the record centres (or archives), to be held for a certain period and then destroyed, or retained and preserved as archives (Parer, 2000). 

2.1.1 Current status
The Report on the Review of Government Registries in Swaziland (2008) clearly shows that registries across government fail to function effectively. The survey found that registries are poorly managed.  Records officers working in registries are not properly trained and are demoralized. This is because records management work within Government Ministries and Departments is not recognized as an important function and profession. The Swaziland National Archives is in the process of integrating records and archives management functions across Government Ministries and Departments so that records are taken good care of from the point of creation, maintenance, and use up to disposition.  
2.1.2 Specific problems in Government Registries

Swaziland Government registries have operated under neglect for a long time. Listed below are specific problems encountered by registry staff as captured in the Review Team Report of 2008 and the Records Management Survey reports conducted from time to time;
a) 94% of registry staff do not have access to a computer at work;

b) Less than 50% of officers working within the registries knew how to use a computer, and

c) Less than 4% of officers working within the registries used computers as a tool to aid their records management work;

d) The registries were not functioning effectively due to fragmented placement in Government;

e) Registries lack adequate facilities and equipment like computers, cabinets, stationery, furniture etc;

f) Duplicate files and records are created at a huge cost to Government;

g) Most records are stored inappropriately in non-secure conditions;

h) Lack of effectiveness, efficiency, transparency and accountability in Government service delivery; thus compromising good governance;

i) Delay in public service decision making processes whereby crucial records are lacking or missing to support effective and timely decisions which in turn compromises the Government service delivery;

j) Records are misplaced due to the lack of proper file tracking systems;

k) Poor file classification systems in Government Registries which results in a lot of  records being misfiled, thus rendering the information contained inaccessible;

l) Lack of security in the Government Registries leads to the rampant theft and weeding of records carrying sensitive and confidential information e.g. dockets and personal details.

m) Lack of Records Management budget support across the public service;

n) Lack of properly designed records management structures across Government which leads to overcrowding and storing of records in passages where they are exposed to adverse weather elements and theft;

o) Incompatibility of storage media with storage facilities;

p) Acute lack of retention and disposal schedules;

q) Low status generally accorded to registry responsibilities;

r) Lack of disaster preparedness and recovery plans has resulted in the loss of valuable records through fire, flooding, systems failure, etc; 

s) No systematic filing of e-mails; and

t) Lack of professional training in Archives and Records Management by registry staff across Government Ministries and Departments.
2.1.3 Severity of the current problem

Absence of a disaster preparedness and recovery plan in Government registries culminates in key records missing thus hindering smooth functioning of government ministries and departments. Furthermore, records are destroyed by fires, flooding and other disasters because they are not properly kept
The impact of this is felt across government. The following departments have all recently lost vital records: the Correctional Services, the Ministry of Education, Income and Revenue Department, Ministry of Housing, Ministry of Natural Resources, Ministry of Tourism, Prime Minister’s Office (Swaziland National Archives Records Survey Report, 2007).

The loss of these records resulted in the creation of gaps in the corporate memory of the various Government Ministries and Departments.  For example, the Auditor General’s Office was unable to carry out full audit reports in March 2007 because records for the Drugs Trading Account and batches for the Special Care Medical Fund could not be located (Auditor General’s Report, 2007).

a) Some officials do not use the designated Registries, but keep records in their own offices. This results in information being unavailable at a central location within the organization thus delaying sound management decisions from being made based on authentic, reliable and relevant information. The officials who keep records in their own offices normally do not use the approved file plan. Instead they either pile the records in their offices or compile and use their own personal file plans. Following from this is that there is no central control over the records which makes it difficult to determine whether records of transactions were created in the first place. It therefore becomes difficult to pinpoint which of the records are authentic and official.

b) Due to the lack of central control over the records and the lack of records management awareness amongst the Ministerial or Departmental staff, records are destroyed without disposal authorities being issued for them. This tendency creates risks that governmental bodies could be held legally liable when information is missing or lost when requested for reference purposes and for legal action.

c) Ministries and Departments are not properly equipped to manage records that are generated and stored electronically. Users create and delete records most especially emails at their own discretion, without giving thought for records of official transactions conducted electronically. Unless electronic records are created and managed systematically according to sound records management principles when current, the efficiency, service delivery, accountability and legal interests of government will be adversely affected.
d) Some Government bodies inherit and/or create records that take up valuable storage space. These bodies do not know what information is contained in the records neither do they have lists of the records available for retrieval purposes. This practice adversely affects basic human rights when these records are needed, for instance, to prove a citizen’s case in a court of law. 

2.1.4 Outcomes of prior efforts to solve the problem 

The Swaziland National Archives is continuously attempting to address this problem by;
a) Undertaking annual surveys of the registries and presenting findings and recommendations to senior staff within the Ministries and Departments.
b) Providing basic training in Records Management to registry staff across Government;
c) Restructuring registry processes on request by Ministries and Departments.
These efforts have had limited success because records management is not regarded as a key function within Ministries and Departments, hence the glaring absence of a professional records management cadre within the Civil Service. To this end the Department has completed and submitted a draft Schemes of Service for the Records Management cadre to the Ministry of Public Service for its approval and possible adoption. The recommendations drawn from the annual records management compliance survey reports are often ignored by senior Ministerial and Departmental staff, leaving registry staff without top management support to implement the necessary recommendations and changes.  

The Swaziland National Archives did not have full authority to enforce the adherence of Government Ministries and Departments to the recommendations of survey reports before March 2010. This was due to the fact that all Government registries were under the Ministry of Public Service yet the SNA Department fell under a separate Ministry. Even though the National Archives has a comprehensive training package for registries in place, low remuneration packages within the registries results in high staff turnover. Some of the trained registry staff is transferred to other Departments or sections to carry out other functions not relevant to Records Management.

3.0 Rationale

3.1 Justifies the need for policy

The Swaziland National Archives is mandated through Circular Memorandum of March (2010) to oversee the management of the whole life cycle of records generated in the daily operations of Government business. Consequently, all operations of Government Records Offices (Registries) and Records Centres in the various Ministries and Departments are regulated by the SNA. 

The purpose of this policy is to ensure the systematic planning, creation, control and maintenance of authentic, reliable and useable records, with appropriate evidential characteristics, within the Swaziland Government including the non governmental organizations by establishing a framework and accountabilities for records management, through which best practice can be implemented and audited. 

3.2 Emphasis for the need of this policy

Government Records contain information that is a unique and invaluable resource and important operational asset. A systematic approach to the management of Government records is essential to protect and preserve records as evidence of Government transactions because they have continuous use as a tool for management, accountability, risk management, operational continuity and legal evidence.

The Swaziland National Archives is mandated to monitor compliance with international records management standards (ISO 15489) in all government Ministries and Departments. The National Policy on Records Management will address the key issues below:

a) Provide background guidance to assist with document and records management considerations in Government Ministerial and Departmental business transactions 

b) Provide a framework and a set of milestones for Ministries and Departments to move towards full compliance with international records management standards through gaining formal control over valuable and evidential records 

c) Encourage the adoption and enforcement of cross-government standards for metadata and interoperability to support greater commonality and inter-departmental working in records management and in the sharing and exchange of information between government systems and

d) Ensure the recruitment, development and retention of professionals within the Records Management cadre across Government Ministries and Departments. 
4.0 Overall Goal of the Policy

The goal of this National Records Management Policy is to ensure adherence to international records management best practice through compliance with the International Records Management Standard (ISO 15489), thus ensuring that accurate and reliable records are created, used, maintained and disposed as a continuum care.
4.1 Objectives
The objectives of this policy are, among others, to;

a) Facilitate the smooth operation of a Records Management cadre within Government. 
b) Raise the standard of record keeping across government by developing a Records Management Code of Practice in line with the International Records Management Standard (ISO 15489) for the whole of government and ensure strict compliance.

c) Provide guidance in the management of records for the purpose of ensuring that accurate and reliable records are created, used maintained and disposed as a continuum care. 
5.0 Key Issues and Policy Statements

The Archives Act 5 of 1971 and Legal Notice No. 25 of 2009 that places the National Archives under the Ministry of Information, Communications and Technology (as set out in Gazette No. 15 of 2009) and the Circular Memorandum of March 2010 that mandates the National Archives to oversee the records management function across Government. This is due to the fact that Records Management professional expertise is vested within the National Archives Department.   

If the situation is left unattended to, Records Management practices in Ministries and Departments will deteriorate even further, at a huge cost to Government. 

5.1 Issue: Records Management
Records as corporate assets are important sources of administrative, fiscal, legal, evidential and historical information. They are vital to Government and private sector organisations for current and future operations for the purposes of transparency and accountability. Records constitute the corporate memory of an organization. This Policy (NRMP) is, therefore, aimed at regulating the planning, creation, use, maintenance, disposal and retention of records in accordance with all statutory requirements and international records management best practice standards. 

5.1.1 Policy statements
· The National Records Management Policy will promote compliance to International Records Management Standards (ISO 15489) for Government Ministries and Departments including the Private Sector. Government Ministries and Departments will perform their functions in an effective, efficient manner. Well managed active and semi-active records ensure the orderly conduct of organisational business; ease access and timely retrieval of records and consistent delivery of Government services to the public.

· Every Government Ministry and Department should put in place a systematic records management framework that will ensure that the right information is captured, stored, retrieved and destroyed or preserved according to organizational needs.

· Every Government Ministry and Department should put in place a systematic records management framework that will ensure that the right information is made accessible to those who need to use it. 

· Every Government Ministry and Department should put in place the appropriate technical, organisational and human resource elements to make this possible. 

· All Government Ministerial and Departmental registry staff that creates, use, manages or dispose of records has a duty to protect them and to ensure that any information that they add to the record is accurate, complete and necessary. 

· All staff involved in managing records should receive the necessary training. 

· This National Records Management Policy is a specific part of the organisation's overall corporate programme and relates to other policies, such as: 

· Compliance with international Records Management best practice models 

· Records should be managed in accordance with relevant standards for records management such as ISO 15489, which provides an overall guide to best practice in records management 

· The organisation’s Information Management Strategy 

· Electronic records which underpin e-business providing records for business use, corporate knowledge management and evidence.

5.2. Issue: Decentralization of Records Management Services

Regional Records Centres will be established in the four administrative regions (i.e. Manzini, Hhohho, Lubombo and Shiselweni) for easy access to semi-current records generated in the regions. This Policy will assist in the management of semi-current records in the regions. Records on key Government developmental initiatives will be available and accessible for reference purposes.

5.2.1 Policy statements

· Government Ministerial and Departmental Record Centres should be fire-resistant, temperature and humidity controlled, secure storage areas for all types of records, after they have served their original purpose in the offices of origin, pending appraisal and transfer to archival repositories.

· The Swaziland National Archives will be responsible for all aspects of Government records management, including authorising the design and layout of records offices and records centres. 

· Professional Records Managers should be responsible for the implementation of Ministerial and Departmental records management systems and their operations, records management user training, and other operations. 

· Government Records Centres should be low cost structures administered by competent Records Management professionals to de-congest semi-current records from valuable office space and to preserve important records pending appraisal (for destruction or transfer to a National Archives).

· Government Ministries and Departments records should be stored in standard record centre boxes measuring 30cm x 40cm x 25cm. The boxes should be numbered serially and placed on shelves. The contents of each consignment should be recorded in a database, which will be a basis for developing finding aids for records upon request.

· All Government Principal Secretaries including all action officers should be responsible for ensuring that all records are accurate, accessible, available and legible to creating agencies when required within their Ministries and Departments. 

· All Swaziland Government employees should ensure that they do not alter, destroy, misplace or render un-usable official document, record or file that is intended to be maintained as an official record.   

· Government records stored in the Records Centres should be accessible ONLY to the Ministries and Departments that created them. Public Access or Open Access will be restricted for a period not less 20 years from the date of the records creation, unless through approval by Principal Secretary of the Government Ministry or Department concerned. 

· All Government Ministries and Departments should develop retention and disposal guides for all records created which will be approved and authorised by the Swaziland National Archives.

5.3. Issue: Records Management Procedures

Government Ministries and Departments create, receive and use records in the conduct of business activities. To support the continuing conduct of business, help comply with the regulatory environment and provide necessary accountability, Government Ministries and Departments (and other organizations or individuals) should create and maintain authentic, reliable and useable records. Efforts should be made to protect the integrity of those records for as long as required. To do this, organizations should institute and carry out a comprehensive Records Management programme.

5.3.1 Policy statements:

· Government Ministries and Departments should determine what records to be created in each business process and what information needs to be included in the records.

· All Government Ministries and Departments must give special attention to the permanent preservation and security of their own vital records, such as records about the establishment and re-alignment of the Government Ministries and Departments, personnel records, minutes of boards or governing committees, property records, other financial and legal records, and also Government properties that are of an intellectual nature, such as trademarks, seals and copyright.

· Government Ministries and Departments, in consultation with the National Archives, should decide the best form and structure in which records should be created, captured and what technologies to be used. 

· Government Ministries and Departments should assess risks that would arise out of business activities and transactions. 

5.4 
Issue: Operation of Government Registries  

Government Registries are not operating efficiently: duplicate files and records are being created and stored at a cost to Government, while other valuable information is lost, stolen, or cannot be found.
5.4.1 Policy statements:

· All Government Ministries and Departments should ensure that only trained Registry (Records Officers) personnel are recruited to carry out records management responsibilities.

· Government Ministries and Departments shall consult with the National Archives to identify, evaluate opportunities for improving the effectiveness, efficiency or quality of processes, decisions and actions that could result to improved Records Management services. 
5.5 Issue: Security of Government registries and records

According to the Review Team Report (2008), most Government registries have reported several cases of theft and weeding of vital records. This may be attributed to the fact that registries are viewed as public meeting place or cafeteria for Ministerial and Departmental staff and visitors without formal and controlled entry. 
5.5.1 Policy statements:
· All Government Ministries and Departments should ensure that access to registries is restricted only to authorized records management personnel. 

· All Government Ministerial and Departmental registries should put in place formal guidelines to regulate access to, use and movement of records both internally and externally. 

· All Government Ministerial and Departmental registries should be installed with the relevant security equipment (lockable doors and cabinets, fire-resistant materials, CCTV, anti-spy ware and antivirus software etc.) to minimize unauthorized access to and loss of records.

5.6 Issue: Recognition and Status of the Records Management Profession

Records are an important organisational resource that ensures efficiency, accountability and transparency in the operation of Government business. The development of a professional and competent records services cadre across Government with the relevant qualifications, experience, disposition, motivation and commitment must be recognized. 
5.6.1 Policy statements:

· All Government Ministries and Departments should ensure the creation of posts for records management professionals to be filled by suitably qualified and competent personnel.

· All Government Ministries should have a post for records managers who will be responsible for the co-ordination of Records Management activities within each Government Ministry and the National Archives.   

· Records Management professionals should be accorded due recognition in terms of remuneration to match the important role and services provided across Government Ministries and Departments.
· All Government Heads of Departments and action officers should attend annual records management sensitization workshops conducted by the National Archives. 
5.7 Issue: Mail and File Management in Government Ministries and Departments.

According to the Review Team Report (2008), most Government registries do not have systematic mail and file management guidelines in place. Poor file indexing and subject classification of Ministerial and Departmental records is rampant.  
5.7.1 Policy Statements: 

· Government Ministries and Departments should ensure that all records management staff attend in-house training on mail and file management organised by the National Archives.   

· All Government Ministries and Departments records officers should ensure the registration of all incoming and outgoing mail to provide complete audit trails of Government business transactions.  

· All Government Ministries and Departments’ records officers should ensure the timely circulation of mail to authorized action officers. 

· Government Ministries and Departments should consult the National Archives in the formulation and adoption of uniform file classification schemes for Government registries to ensure that records are titled in a consistent manner over time.

· All Government records officers should ensure that a requested file or record is retrieved within a period not exceeding 5 minutes at any given time.   

· All Government records officers should ensure that file tracking systems are in place to track the movement and the use of records within that particular Ministry or Department.

· All Government action officers should ensure that requested files in their custody are returned within 3 days for safekeeping in the Ministerial and Departmental registry concerned.  
5.8
 Issue: Compliance with ISO 15489 

According to the Review Team Report (2008), most Government registries do not fully comply with the provisions of the ISO 15489 in managing Government records across the Records Life-cycle. 

5.8.1 Policy statements:

· All Government Ministries and Departments must ensure that records management responsibilities are assigned to specific officers to manage the records across the Records Life-cycle Model, (i.e. from records creation, use, maintenance up to disposition). 

· All Government Ministerial and Departmental records created, maintained and eventually stored in registries should be authentic, reliable and remain useable over time. Such records should support the needs of the business to which they relate and be used for accountability purposes.

· All Government Ministries and Departments should consult the National Archives in the formulation, implementation, documentation and authorisation of procedures which control the creation, receipt, transmission, maintenance and disposition of records. Such guidelines have to ensure that vital records are identified and protected against unauthorized editing, deletion alteration, use and concealment.

5.9
 Issue: Records disposal and retention schedules for current and semi-current records. 
This issue is normally characterized by the use of valuable space for the storage of ephemeral records in most Government ministries and departments. According to the Review Team Report (2008), most Government registries do not have authorised records retention and disposal schedules in place. This has led to the unauthorised and unlawful destruction of many valuable Government records in the various Ministries and Departments.  The Department has since re-enforced conducting Records Management Compliance surveys and workshops on Records Appraisal and File Classification.    
5.9.1 Policy statements:

· All Government Ministries and Departments should design records retention and disposal guides (with technical assistance from the SNA) to be used in the systematic management and appraisal of records generated in that particular Ministry or Department. All Government Ministerial and Departmental retention guides have to be duly authorised by the National Archives before they are implemented or used. 

·  All Government Ministries and Departments should ensure that the records should not be destroyed while there is still a need to keep them for legal, regulatory or organisational business reasons.

· All registry officers in Government Ministries and Departments must collaborate with the National Archives to effect the physical destruction of ephemeral records 10 years from the date of creation

· All Government Ministerial and Departmental registry officers should compile a list of all the ephemeral records and furnish the National Archives with the list before those records are authorised for destruction. 

· All Government Ministerial and Departmental registry officers should compile a list of all the records of enduring value and furnish the National Archives with the list before those records are authorised for retention in records centres or permanent preservation.

· The National Archives should first issue a Disposal Authority (upon application by a particular Ministry or Department) before any records in all Government Ministries and Departments are destroyed 

· All Government Ministries and Departments whose records are transferred for safekeeping in records centres should attach the relevant records disposal and retention schedules for those semi-current records. All semi-current records should be transferred to records centres after 10 years from the date of creation. 

5.10
 Issue: Proper records storage facilities in registries of Government Ministries and Departments 

According to the Review Team Report (2008), most Government registries are not purpose built registries to effectively house records generated in the course of business activities. This is further aggravated by the apparent lack of requisite furniture, fittings and storage equipment in most Government registries. 
5.10.1 Policy statements:

· Government Ministries and Departments must allocate adequate financial and material resources that will ensure that registries have appropriate fittings, furniture and storage facilities that will prolong the usefulness of organisational records. 

· All Government Ministries and Departments should consult the National Archives to provide advice and authorise on proper registry designs and layout throughout Government.
5.11
 Issue: Management of electronic records 

Government Ministries and Departments generate e-records in the conduct of daily business in the form of e-mails, websites and correspondences. However, most Government Ministries and Departments do not have formal guidelines and procedures to manage the e-records. This has resulted in most officers deleting official Government records and correspondences without adherence to a systematic filing, classification and appraisal authority. 

5.11.1 Policy statements: 

· All Government Ministries and Departments should be aware of the Swaziland Government’s IT Security Policy available and apply security and access controls to electronic records where appropriate. 

· All Government Ministries and Departments should put in place security measures and systems to protect electronic records from unauthorized manipulation and alteration.

· All Government Ministries and Departments should put in place formal backup plans to support recovery of business activities in the event of possible disasters associated with electronic records.

· All Government Ministries and Departments should put in place measures to ensure the standardisation and inter-operability of electronic records management systems across Government in consultation with the National Archives and Swaziland Government Computer Services. Such a situation would help Government address problems associated with obsolescence of electronic hardware and software.  
· All Government Ministries and Departments that wish to microfilm or replace physical records with electronic digitized images, must seek permission and guidance from the National Archives to ensure that microfilming and digitizing records complies with the legal admissibility of the records in a court of law.

· All electronic records generated by government with administrative, fiscal, legal or any other value warranting the records to be used for future reference should be transferred to the National Archives for permanent preservation in accordance with the official records retention and disposal schedules. 

· All Government Ministries and Departments should consult the National Archives and Swaziland Government Computer Services before procuring any electronic system and equipment that support the management and maintenance of e-records. 

· All employees of Swaziland Government Ministries and Departments should know the Swaziland Government’s Information Technology Security Policy and apply the relevant security and access controls to electronic records appropriately. 

· All Government Ministries and Departments should put in place backup, disaster recovery and mitigation plans and procedures to rebuild its electronic records and to continue operations despite significant network failure or other disasters.    

· The existing National Archives and Records Management Act shall address penalty issues arising from lack of adherence to laid down procedures (e.g. unlawful deletion of official records generated from web-based activities).

5.12
Issue: Funding

It is important to establish mechanisms for planning and budgeting for records management activities across government. Adequately funded records management programs ensure that procedures, guidelines and training resources are available to assist staff in producing records which reliably represent accurate information that was used in or created by the business process of government and which will enable integrity and authenticity to be demonstrated. 

There is currently no definite budget for the records management function in government. Most records management operations in Government Ministries and Departments are sometimes supported with funding from other budget items. This has left most Government registries under-developed and neglected in terms of necessary of stationery, furniture and storage equipment.

5.12.1 Policy statements:
· All Government Ministries and Departments should allocate a definite budget specifically for records management functions.

· Funding should be mobilized from partners and other non-governmental institutions, to support various records management functions and activities across government.

5.13 Issue: Staff Development and Training
Staff development and training is an essential component that provides new records management skills and competences to records management staff. Records Management is a dynamic field which evolves with the introduction of new Information and Communication Technologies hence the need for continuing training of records management professionals.   

5.13.1 Policy statements:

· All Government Ministries and Departments should allocate resources and training programmes that support the development of records professionals on emerging issues in records management.
· Government Ministries and Departments records officers and professionals should attend the records management training workshops and refresher courses conducted by the National Archives in conjunction with the Ministry of Public Service.
Appendix 1: Guidelines for NRM Policy Implementation
The Director of the National Archives will be responsible for developing, implementing and reviewing of the National Records Management Policy across the Swaziland Government.  The Director of the National Archives will be supported by professional staff and organizations such as East and Southern Africa Regional Branch of the International Council on Archives (ESARBICA), International Council on Archives (ICA), Association of Commonwealth Archivists and Records Managers (ACARM), the International Records Management Trust (IRMT) and other relevant stakeholders. 
This National Records Management Policy will be reviewed after every 5 years and in line with International Records Management best practice standards. The Director of the National Archives will be responsible for the deployment of competent staff across all Government registries and undertake the training needs assessment and staff development in collaboration with the Ministry of Public Service.  
The National Archives will carry out an annual Records Management audit of all Government registries. Such annual audit reports will identify areas of best Records Management practice and highlight issues to be tackled. The National Archives will work with senior records management staff within each Government registry to drive the records management agenda forward, and will monitor progress through the annual report. These reports will be sent from the Director of the National Archives through the Principal Secretary of the Ministry responsible for the National Archives (Ministry of ICT). Consequently, the successful implementation of the National Records Management Policy hinges on the political will, financial and administrative support and commitment on the part of Government, development partners and other stakeholders. 

Legislation

For the policy to succeed, strict adherence to the provisions of the National Archives Act No.5 (1971) is desired. Other relevant pieces of legislation and standards include among others the following: 

· Constitution Act (2005) –Section 24.2(b)  

· National Library Service Act No.4 (2002) -Section 13 (1) 

· Copyright Act (1912) (on fair use of materials)

· Public Finance Management Act (1968)

· Audit Act N0.4 (2005)

· Anti-Corruption Act No. 3 (2006)

· The ISO 15489 (2001) Records Management Standard.

Translation of strategic plan to action plan

The strategic direction for the policy will be guided mainly by the relevant action plans that have to be developed by the National Archives Department aimed at improving Records Management practices across Government Ministries and Departments as well as within the Ministry of Information, Communication and Technology strategic framework and action plan which is to be time bound. 

What needs to be acknowledged, however, is that it may not be possible to implement all the planned activities within the set time-frame because of the financial challenges that the Swaziland Government is currently facing. Prioritization of planned programmes and activities will therefore have to be aligned with available resources.

Institutional arrangements

Records Management requirements transcend institutional boundaries and as such the implementation of the National Records Management Policy will draw upon the experiences and skills of existing structures within government, the private sector, NGOs as well as other partners. Different Government Ministries and Departments as well as other institutions within the country have developed policies, strategic plans as well as action plans which in turn will be drawn upon to inform the implementation process of the National Records Management Policy.  

Records Management is a cross-cutting issue and as such will require the collaboration and co-operation of all Government Ministries, Departments, sectors as well as development partners including Non-Governmental Organizations (NGOs). It would be a worthwhile strategy for all institutions to also highlight within their strategic plans how they plan to collaborate with the National Archives Department on issues of Records Management.

The National Archives Department falls under the Ministry of Information, Communication and Technology. The implementation of this National Records Management Policy will therefore require the necessary support both at national and ministerial levels for the realization of the Records Management programmes within the specified timeframes.  

Budgeting

The Swaziland Government, together with other partners shall endeavour to promote Records Management services by providing the necessary resources, financial, human and otherwise so as to facilitate the implementation of the relevant action plans.

Monitoring and Evaluation

A Task Team that will include the Director of the National Archives should be responsible for the implementation, monitoring and evaluation of this National Records Management Policy. The capacity of the Task Team should be strengthened (with senior records and archives professionals) in order to interpret the monitoring and evaluation indicators to facilitate the implementation, monitoring and evaluation of this policy as well as its impact and effectiveness.

Baseline information on Records Management deliverables and milestones will be collected for ongoing monitoring and evaluation of the implementation of the policy and for informing Government and stakeholders about progress achieved at specified intervals through periodic reports.  

Policy Review 

The Task Team will continue to lead the process of reviewing the policy through the same processes of stakeholder consultations. This will be done after every five years to allow for the identification and implementation of challenges that need to be reconsidered in terms of change. 
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