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	RECORDS MANAGEMENT POLICY – AD-1508
Number: AD-1508
Section: SERVICES
Subject: RECORDS MANAGEMENT
Last update: 00/00/00
Printed: 03/97

1. APPLICATION
This policy applies to the public service as defined in section 6 (4) of the Financial Administration Act. 

2. AUTHORITY
Archives Act, R.S. A-11; Public Records Act, R.S. P-24; section 5 (1) (c) of the Financial Administration Act, R.S. F-11; Treasury Board Minute, 78-470; Board of Management Minute 93.0870. 

3. EFFECTIVE DATE
December 15, 1993. 

4. INTRODUCTION
Records management is an early stage in the archival process, intended to provide integrity, accessibility and appropriate confidentiality of recorded information. With emerging electronic technologies, it becomes increasingly urgent that early attention be paid to the needs of records management when choosing systems and equipment, and when establishing procedures. The Provincial Archives assists departments in the design, implementation and support of effective records management programs. It is thereby ensured that standards are applied in creating and maintaining information, and that information of enduring value is identified and is transferred to the Archives. 

Records management results in both the improved use of information resources, giving immediate benefits to the organization, and specific cost avoidance and cost reductions. Records management allows government to exploit information as a resource. The various forms of information (paper, maps, plans, drawings, photographs, sound and moving images, and 
electronic data and images) must be globally managed, from time of creation and throughout their use, and they must be managed in a manner that removes barriers to access and makes information available to those who need it. Through setting standards, common classification schemes and indexing processes, and through retention scheduling, information is managed to enable better, more informed decisions by the department. 

A records management program that is organized to encompass all recorded information brings together many diverse elements which traditionally have been hidden expenditures, or have been spread across the organization. The savings and efficiencies which derive from both improved techniques and a certain economy of scale are well recognized attributes of sound records management. 

5. POLICY
5.1 Records and recorded information mean correspondence, memoranda, forms and other papers and books; maps, plans and charts; photographs, prints and drawings; motion picture films, video tapes; sound recordings, magnetic tapes, optical disks, microfilm and electronic images, electronic and all other machine readable records, information derived from records in electronic and machine readable form; and all other documentary materials regardless of physical form or characteristics. 

5.2 This policy applies to recorded information in all formats. 

5.3 All departments, agencies, corporations and commissions must: 

· manage recorded information (regardless of physical form) efficiently, as a significant resource; 

· assign the necessary resources for the implementation and maintenance of systems for managing records; 

· ensure timely access to reliable information from records in active, semi-active and inactive stages; 

· reduce storage costs through records conversion and use of Records Centre storage; 

· dispose of valueless records in a timely and secure manner; and 

· ensure that records with archival value are identified and preserved, and placed on archival media prior to their disposition as an inactive record. 

5.4 Some departments have substantial organizational and monetary investments in records management programs which may be at variance with elements of this policy. Therefore, accommodations may be made to allow departments to continue with effective established program components. 

6. ROLES AND RESPONSIBILITIES
6.1 Records must not be destroyed or removed from the control of the Government of New Brunswick, unless such action is authorized under the Archives Act. 

6.2 The Provincial Archives is required to: 

· preserve and provide access to records of enduring value; and, 

· administer the Archives Act and the implementation of all legislation which designates a role to the Archives. 

The Provincial Archives ensures the security and integrity of recorded information of government, and the economy and efficiency of records management in government by: 

· developing policy, and establishing standards and guidelines; 

· providing technical and consultative services in the development, implementation and maintenance of programs to manage recorded information in all formats; 

· providing microform and document imaging services; 

· providing training and facilities for the effective management of records; 

· ensuring that applications of micrographic and imaging technologies benefit from technical and archival standards; 

· ensuring that applications of computer technology to departmental records management programs benefit from standards and directives; and 

· identifying and defining archival and records management issues at the beginning of the life cycle of information and image based systems. 

6.3 Departments are required to: 

· assume responsibility for the administration, control, preservation and security of records within their custody, in accordance with legislation and the standards and guidelines for the management of records established by the Provincial Archives; 

· develop and maintain a plan for the management of recorded information which identifies and addresses program goals on an annual basis and responds to recommendations made in the course of program reviews undertaken by the Provincial Archives; 

· establish and adequately staff the records management program, and assign responsibility for the management of all departmental information resources to a records manager who reports to senior management; and 

· designate a senior management position which is accountable for all records management activity. 

Departments manage recorded information by: 

· maintaining a system of description that organizes all information holdings, regardless of physical form, which is filed with the Provincial Archives and updated on a regular basis; 

· applying the Classification Plan and Retention Schedules for Administrative Records issued by the Provincial Archives for retention scheduling; 

· establishing a file classification plan for operational records; 

· establishing filing centres, which are centralized or decentralized, at head office and in the regions; 

· developing and maintaining written policies and procedures; 

· ensuring that all information, in any format, has an approved retention and disposition status through the use of the Authority for Records Retention and Disposition; 

· taking advantage of the centralized records storage and retrieval services of the Provincial Archives Records Centre. 

7. IMPLEMENTATION
The Provincial Archives is responsible for evaluating the effectiveness of this policy. The Provincial Archives will submit an annual report to the Public Records Committee assessing the current state of records management, and will make recommendations for the modification of this policy and the achievement of greater adherence. To facilitate implementation, the Provincial Archives will regularly conduct a review of each department, both to examine current issues and to assist in planning for program development over time. 

8. INQUIRIES
For further information, please contact the Provincial Archives, Records Management Section, at 453-2897. 
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