Appendix A

TERMS OF REFERENCE
CAPACITY AND NEEDS ASSESSMENT OF RECORDS MANAGEMENT
CAPACITY IN PUBLIC SERVICE
Introduction
The Government of Sierra Leone (GoSL) is committed to building a reliable and trustworthy
evidence-based information/data management system to support policy-making and service
delivery across the public service. To achieve this, it requires an integrated records and
information management strategy linked to a sound legal and organisational structure and a
capacity-building programme.
In keeping with this background, the Government recently passed the Right to Access
information Act 2013. The new law now provides a legal right to all Sierra Leonean citizens
and corporate institutions to access any information held by a public body as well as
information held by private organizations when such information is necessary for the
enforcement of rights.
Classified information, especially of a security and defence nature, and not in the general
public interest or covered by legal instruments are exempted from unlimited access. This is
expected to be a tool for controlling corruption, supporting accountability and transparency,
enforcing rights and enabling a free flow of information, engendering trust between
institutions of government and citizens and strengthening the democratic process.
Parliament unanimously passed the bill, which now guarantees all citizens the right to seek
or have access to information and which constitutes one of the essential elements of good
governance, freedom of speech and expression, hallmarks of a democratic dispensation.
Trusted information will support this effort only if the information exists and is accessible.
Background
Records management systems in the Sierra Leone public service deteriorated during the
1980s and early 1990s, a trend greatly accelerated by a long civil war. This breakdown in
record keeping has subsequently imposed substantial barriers to meeting national
development objectives, from payroll control and human resource management to
management of finance, to the management of the courts, the health care sector and
decentralization. In 2005, as part of a wider programme to strengthen accountability and
address corruption, the Government began to rebuild the structures required to manage
records, with a particular focus on Civil Service pay and personnel records as the initial
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target area. Since the Civil Service Payroll Verification Exercise (2008), there have been
significant improvements in the reliability and completeness of personnel records and the
ability to use them to verify the payroll.
While significant progress has been made in terms of managing personnel and HR records,
particularly for the Civil Service and the Teaching Service, very little has been done with
other categories of official government documents, reports, and other important public
paper and electronic data. Chronic records management problems continue to affect
Government at every level. While many vital records were lost during the conflict, the lack
of procedures for managing records means that the remaining documents and records are
abandoned and deteriorating in poor and unstable conditions. The risks to development,
social cohesion, and national security of this unfortunate situation are enormous. Currently,
Public Servants and Ministers commonly operate in the absence of reliable information due
to poor storage and retrieval systems. There is a lack of up-to-date socio-economic
information on the country and the IMF has highlighted of substantial difficulties in tracking
financial transactions of the public and private sectors that are not routed through the
Central Bank. The procurement risks are enormous.
In order to address this unfortunate situation, Government has received funding from the
World Bank to support the Records management component in the Public Sector Reform
Programme. The Public Sector Reform Unit intends to apply the funds to eligible payments
under the contract for a Consultant Firm to carry out a Capacity and Needs Assessment of
Records and Information Management in the Public Service. The exercise will provide GoSL
with the necessary information to develop a comprehensive programme for creating an
efficient records and information management system in the public service to ensure that
records management reforms are sustainable over time.
Objectives
The objectives for the consultancy services are as follows:
Provide the Public Sector Reform Unit with accurate and relevant information about the
current capacity within MDAs for effective and efficient management (use, storage,
maintenance) in the short-term and long-term of paper and electronic-based public records
at both institutional and national level.
Scope of Work
The study will be limited to selected MDAs and Local Councils, representing a realistic
sample of small, medium and large institutions. However it is expected that the results and
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any proposed methodologies can be used as Best Practice in the wider public service
including subvented agencies.
MDAs and Local Councils for Review:
MDAs
• Education
• Fisheries & Marine Resources
• Energy (including NPA)
• Health & Sanitation
• Agriculture Forestry, Food Security
• Local Government & Rural Development
• Water Resources (including Guma Valley Water Co. and SALWACO)
• Information & Communications
• Employment Labour & Social Security
• Social Welfare, Gender & Children’s Affairs
Local Councils
• Kono
• Kenema
• Port Loko
• Freetown City Council
Provincial Secretary’ Office
• Bo
• Makeni
Specific activities include:
1.
2.
3.
4.
5.

6.

Review the legislative and regulatory framework for Records Management and Archive
administration in the public service.
Review Institutional arrangements including records storage capacity in MDAs
Assess the capacity of systems and procedures capable of capturing, maintaining and
providing access to records as evidence over time
Assess staff capacity to manage government records in both paper and electronic
environments
Assess physical facilities/location (defining the required building, which should be
capable of supporting professional workflow and of protecting and preserving paper
and electronic records)
Develop recommendations on short and long-term options for records management
and Archives.
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Outputs/Deliverables
The expected deliverables from this assignment comprise:
•

•
•
•

A comprehensive report on the status of systems and processes for managing
records in the MDAs & Local Councils including usage, maintenance, storage in both
the short term and long term including:
A draft of clearly established legal and regulatory framework for records
management and archive administration
Classification schemes, retention schedules standards and guidelines for managing
records reviewed and recommendations outlined
Indicative costs, realistic and practical Recommendations for
(i)
A successful transition to an ICT environment (e-governance and e-records)
environment, utilizing as far as possible the existing Public Archives Office
and Records Management cadre of staff in MDAs. That is, the
Recommendations must recognize that Government funds are limited and
must utilise existing resources
(ii)
physical facilities/location (defining the required building, which should be
capable of supporting professional workflow and of protecting and
preserving paper and electronic records.

Methodology
The Consultant Firm will adopt a participatory approach, and work closely with officials at
the PSRU as well as the HRMO, PSC and other relevant MDAs. The team will report
throughout the assignment to the PSRU. It is anticipated that the review will be completed
over a period of six (6) weeks.
Prior to commencement of the assignment, the Consultant Firm will develop a work
programme, broadly outlining task timelines and their methodological approach to the
assignment. They will also hold an inception meeting with the PSRU to discuss modalities for
the appraisal.

Team Composition
A Consultant Firm comprised of professionals with extensive knowledge of local public
sector records administration as follows:
i.
ii.

Team Leader- Records Management expert
Archivist expert
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iii.
iv.

Information Technology Management expert
Human Resources expert

Timeframe and Reporting
The review will be carried out for a period of six (6) weeks. The Consultant will submit an
Inception Report to give details of mobilization of staff and resources, desk review, changes in
schedule, training, survey tools, and update on local councils and MDAs contacted, an Interim Draft
Report that will be made available to the PSRU by the third week (21 days). Comments
should be forwarded to the Consultants no later than one (1) week after to allow time for
the submission of the final report to the PSRU by the sixth week.
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Appendix B
TERMS OF REFERENCE FOR EXPERTS AND SUPPORT STAFF
1

To deliver this project, the IRMT will use the following resources:
• a team leader and records management expert (on-site)
• an archives and electronic records management expert (off-site)
• an IT expert, with knowledge of content management systems (off-site)
• a human resources management expert (off-site)
• a local team of two qualified Sierra Leoneans one of whom has IT expertise (on-site)
• a project assistant (on-site)
• two drivers.

Their terms of reference are listed below.
2

Team Leader and records management expert: Mr Muniru Kawa:
• Coordinate

all project activities and ensure the project and experts’ terms of
reference are fulfilled.

• Manage the records management team, project assistant and drivers.
• Maintain project records.
• Working with the project assistant, maintain a full account of project expenditure.
• Plan and coordinate meetings and interviews with stakeholders.
• Train, lead and deploy the data gathering team.
• Working

with other experts as necessary, serve as principal assessor of records
management systems in the target MDAs.

• Ensure

that findings are fully documented in notes of meetings and completed
assessment questionnaires.

• Provide

information and key documents to the three other experts as required
(Archives and Electronic Records Management, IT and HR Management).

• Gather

information needed to plan and propose a new physical infrastructure for
managing paper and electronic records over time and prepare indicative costs.

• Submit project reports to PSRU, in accordance with project terms of reference.

3

Archives and Electronic Records Management Expert: Mr Andrew Griffin:
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• In

consultation with the Project team leader and other experts, design the data
gathering methodology and questionnaires.

• Take

the lead in reviewing background documents such as the Public Archives Act
and more recent drafts of proposed Archives and Records Management Bills,
the Right of Access to Information Act and the National Action Plan.

• Oversee

the quality and completeness of the data gathered and request more
information and follow up visits to MDAs as required.

• Analyse

the data gathered and compile summary tables of findings in individual and
combined MDAs.

• With

the IT expert, coordinate findings and recommendations on ICT systems and
the transition to an electronic environment for records and information
management.

• With

the HR Management expert, coordinate findings and recommendations for
staff structures and a new scheme of service for the Records and Archives cadre.

• Prepare

first drafts of the inception report and interim reports as required by the
team leader.

• Draft the final report (findings and recommendations).
• Ensure

that recommendations and proposed strategies for records management are
consistent with international standards and good practice.

4

Information Technology expert: Mr Pawel Madziar:
• Attend

meetings by phone or internet with the team leader and/ or other experts as
required.

• Contribute

to the preparation of a questionnaire designed to gather information on
ICT and records management systems.

• Work

with the Government Coordinator, Ministry of Information and
Communications and the electronic records management expert to review and
evaluate the information gathered by the Assessment team in relation to ICT
systems and software, and advise on any additional information that may be
required.

• Review

any other information received from key Government stakeholders relating
to existing and planned ICT systems in the Government of Sierra Leone.

• Support

the preparation of a comprehensive analysis of the existing legal and
regulatory framework, systems, procedures and capacity for managing and
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exploiting records at the national, MDA and local level. The IT consultant will be
expected to provide input to the analysis on:
the existing technical infrastructure, systems and software currently in use to
create, use, share or manage government records
◊ existing professional skills in managing the technical infrastructure, systems
and software
◊ issues and gaps in relation to existing technical infrastructure, systems and
software.
◊

• With

other experts and the Government Coordinator, Ministry of Information and
Communications, define options to improve records and information
management in the short- and long-term, taking account of resource constraints
in Sierra Leone, the need to transition to the electronic environment and
compliance with the Right to Access Information Act.

• With

other experts and the Government Coordinator, Ministry of Information and
Communications, prepare recommendations for electronic records
management/ content management solutions that meet the Government of
Sierra Leone’s business, user and record-keeping requirements.

• Contribute

to the preparation of a Final Report with recommendations, including
indicative costs.

5

Human Resources Management Expert: Mr Keith Bastin:
• Attend

meetings by phone or internet with the team leader and other experts as
required to be briefed on the project and to discuss inputs.

• Examine

existing and proposed staff structures and schemes of service for a Records
and Archives Cadre in the Government of Sierra Leone.

• With

the team leader and other experts, and using relevant data gathered by the
Assessment team, assess existing staff capacity, staff structures and schemes of
service for records and information management in both paper and electronic
environments.

• Contribute to the preparation of a Final Report with recommendations.

6

RM Team Members: Mr Alhaji Kamara and Mr Sheriff Conteh:
• Under

the direction of the team leader and using the data-gathering questionnaires,
gather data on records and records management in the target MDAs, local
councils and Provincial Secretary’s Offices.

• Ensure

that complete and accurate notes are kept of all visits to target MDAs and of
all interviews with key staff.
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• Under

the direction of the team leader, submit findings in the agreed standard
format.

• Carry out follow up visits as required by the team leader.
• Carry out any other tasks as directed by the team leader.

7

Project Assistant – Ms Dolly Thompson:
• Under the direction of the team leader, keep the project accounts and originals of all

receipts, bills and vouchers.
• Disburse local fees and other expenditures.
• Keep and account for petty cash.
• Order supplies and services.
• Maintain project records as directed by the team leader.
• Carry out any other tasks as directed by the team leader.
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Appendix C
PEOPLE CONSULTED
Public Sector Reform Unit
Ms Sidi Koroma, Director, Public Sector Reform Unit
Ms Sonia Karim, Monitoring and Evaluation Specialist
Cabinet Office
Dr Ernest Surrur, Secretary to the Cabinet and Head of Civil Service
Ministry of Labour and Social Security
Mr Baber Fortune, Permanent Secretary
Mr Ahmed Musa Commissioner of Labour
Mr Saidu Kargbo, Senior Records Officer
Ministry of Social Welfare, Gender and Children’s Affairs
Mr Joseph Techman Kanu
Mr Osman Kanu, Deputy Secretary
Mr Joseph S Sinnah, Deputy Chief Social Services Officer
Ms Rebecca Saffa, Human Resource Manager
Ms Mary Moinina, Staff Superintendent
Mr Bashiru Boti Kamara, Head Internal Audit
Mr Emmanuel Cowan, Assistant Accountant
Ministry of Health and Sanitation
Mr Sadiq M Kapuwa, Permanent Secretary
Mr Abu Bakarr, Director Planning, Policy and Information
Mr Sidie Y Tunis, Director Information, Communication and Technology
Mr Ibrahim Swaray, Programme Manager, Procurement Unit
Haja Mariatu Koroma, Director Human Resource Health
Mr Festus A Kuyembeh, Director Financial Resources
Mr Foday Kamara, Senior Accountant Salary/ Pensions
Mr Emile Koroma, Human Resource Manager
Mr Richard B Konie, Deputy Chief Registrar, Births and Death Department
Mr Ibrahim Swaray, Programme Manager
Mr Ali Bayoh, Senior Records Officer
Mr Thomas E Bryma, Records Personnel Officer
Mr Abdul Rahman Koroma, Head Internal Audit
Mr Abdul Alex Bangura, Senior Hospital Records Technician, Connaught Hospital
Mr Albert Caulker, Store Keeper, Connaught Hospital
Ms Margaret M Conteh, Secretary Hospital Care Manager
Mr Ibrahim Bangura, Acting Manager Central Medical Stores
Mr Mohamed A B Kamara, IT Officer Channel Software
Mr Mahmoud Koroma, Store Clerk Central Medical stores

70

Human Resource Management Office
Mr A R Bayoh, Director-General
Mr M R Koroma, Director Administration and Corporate Services
Mr Ansu Tucker, Director Planning and Budgeting
Mrs Georgiana Kamara, Director, Management Services Division
Ministry of Information and Communications
Mr Paul Sandy, Permanent Secretary
Mr Bakar Tarawally, Director of Communications,
Mr Mohamed A. Jalloh, Deputy Director Communications/E-Government Coordinator
Mr Desmond Bailor, Human Resource Manager
Public Archives Office
Mr Albert Moore, Senior Government Archivist, Public Archives Office
Ministry of Local Government and Rural Development
Mr Denis K Vandi, Permanent Secretary
Mr Ahmed Mustapha, Deputy Secretary,
Ms Alison Sutherland, Commonwealth Adviser
Mr George O Sillah, Senior Accountant
Mrs Khalila Thomas, Senior Records Officer
Ministry of Agriculture, Forestry and Food security
Mr Edward Martin Kargbo, Permanent Secretary
Ms Kate Garnnett, Head, Forestry Division
Mr Alusine Alfred Konteh, Human Resource Manager
Mr Andrew M Aruna, Senior Records Officer
Mr Victor Abu Sesay, Chief Technology Officer
Mr Abu Bakar Conteh, Staff Superintendent
Ministry of Water Resources
Mr Charles Kamanda, Permanent Secretary
Mr Francis Moijue, Head of Urban Water
Mr. Abdul Konomani, ICT , Manager
Mrs Bernadette Amara
Ms Aminata Ghandi, Records Office Staff
Sierra Leone Water Company (SALWACO)
Mr Samuel Bangura
Guma Valley Water Company
Mr Raymond Awooner Williams, Deputy General Manager
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Ministry of Energy
Mrs Zainab Buya-Kamara, Permanent Secretary
Mr Usmas C. Conteh, Deputy Secretary
Mr Emile Francis, IT Manager
Mr Samuel Lawson, HR Manager
Ms Elizabeth Konteh, Staff Supretendent
National Power Authority
Mr Alhaji Timbo
Freetown City Council
Mr John A. Conteh, Chief Administrator
Mr Claudius J. Campbell, Acting HR Officer
Mr Frederick Alfred Conteh, IT Officer
Mr Moses Phillips Acting Procurement Officer
Ministry of Education, Science and Technology
Mr Mani S. Koroma, Permanent Secretary
Alhaji Kamara, Chief Education Officer
Ministry of Fisheries
Mr Alhadi Cole, Permanent Secretary
Provincial Secretary’s Office (South) Bo
Mr Mohamed Gibril Kamara, Provincial Secretary
Mrs Femusu Eunice Samba, Senior Assistant Secretary
Mr Dominic A. H. Gogra, Local Government Inspector
Mr. Ahmed M. Smart, Accountant
Provincial Secretary’s Office, (East) Kenema
Mr George Penyikie, Provincial Secretary
Kenema District Council
Mr Tamba S. Musa, Chief Administrator
Kenema City Council
Dominic Saa Momoh, Chief Administrator
Kono District Council
Mr Mohamed O. Marah, Chief Administrator
Mr Sahr Ngegba
Koidu New Sembehun City Council
Alhaji Alhaji Bangura, Chief Administrator
Mr Sahr S. Kambaima, HR Manager
Provincial Secretary’s Office (North) Makeni
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Mr. Raymond K. M. Bindi, Provincial Secretary
Port Loko District Council
Mr. Alfred N. Samura, Chief Administrator

Appendix D
DATA GATHERING QUESTIONNAIRES
Survey Form A
Government of Sierra Leone Records Management Assessment
Note: To be completed once for each MDA. Where separate departments, for example,
within a Ministry, complete a separate form for each department.
The Records Team was given training in how to complete the Survey Forms.
Section A:

Contact Details for MDA

Name of Department/Agency

Ministry of Local Government and Rural Development.

Contact name

Denis K.Vandy Permanent Secretary,

Contact telephone no.

+232

Contact email

Section B: About the Department/ Agency
Gather any available information, including relevant documents, about the structure,
organisation, governing legislation, functions, activities and services of the MDA. Include,
for example: structure and organisation
•
•
•
•

legislation governing the MDA and/or its functions
functions, powers and duties
services provided, including ongoing programmes and major projects
recent reviews (eg, of functions, programmes, systems, staff).
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Names of team members
conducting assessment (indicate
team leader)

Albert Moore, Sheriff Conteh and Muniru Kawa

Date assessment conducted

May 2014

Survey Form B
Gather details about any centralised filing systems
There is semblance of centralised filing system. Personnel and subject files are held in the
records office. File users consult records office staff and ask for file references when they
write letters or for transacting official business process. File users submit copies of the
letters they have created to the records office to place on relevant files. They also keep
back-up copies in their individual offices. Many personnel files are missing from the central
storage room and there are a lot with incomplete HR documents.
Make separate notes if the space below is insufficient

About the Organisation and Content of the Records
Series title (common title used to refer to
the files)

Is there a file plan or index?
If yes, obtain copy
If there is no file plan or index, briefly
describe the function or process that gives
rise to the records (add any relevant
details to help understand the business
function)

Administrative and correspondence files,
HR payroll and personnel files, Cabinet
papers, Memorandum of Association, Case
files,
Yes
No

×

Before the system collapsed inward
correspondence was received from a
single entry point in the records office.
Because users lost trust in the records
office, the practice changed to
correspondence being received by PS’
secretary; date stamped and passed on to
the PS who minutes to an action officer to
take necessary action. When action is
complete on a transaction, a copy of the
resolution or response is filed by the PS’
secretary, another copy is kept by the
action officer and another sent to the
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Does the series document the
department’s core business functions and
decision-making processes? If yes, in
which areas (complete the tick box below
as an indication of the kind of information
included in this series, and its level of
completeness.)

records office to place on the subject file if
there is one.
Yes
x
No

Policies

x

Decisions

x

Procedures

x

Plans and Projects

x

Case Files/Transactions

x

Communications relating to the above

x

Information about individuals

x

Other (please specify)

Are the files organised into sub-series
according to functions and activities?
If yes, give examples.

Date span (earliest and most recent record
in series)

Yes

x

No
The Ministry has three functional areas:
Administrative, Directorate of Rural
Development and Directorate of Local
Government and Decentralisation.
There has been only one transfer to the
records centre since independence and
recently in 2012. There are semi-current
records and inactive records in storage
dating to 1960 and relate mostly to
chiefdom administration. Most recent
records date from 2010.

Format/medium (eg, registered/numbered file) Paper records are registered and
numbered. There are no linkages between paper records and computerised records.
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Hard-copy is not printed and filed.
Arrangement/numbering systems
(eg keyword indexing system:
provide brief description and give
examples)

Do the files have unique reference
numbers?

The records management services did not
introduce keyword classification system, but there
is a file referencing system. The referencing
system has a mnemonic/prefix code, a series
code, and a block numbering at the end for
example: MLG/RD/0131. The file relates to
passport. There is no meaning to numeric code
0131.
Yes
No

x

Give details of any other lists,
indexes, other finding aids

Finding aid exists for non-current records that
were transferred to the records centre. There are
no file diary, index and transit cards. The records
office currently uses ledger as a movement
control mechanism.

Give details of storage/location
(may be more than one location)

There is one storage room that holds files for
administration correspondence and for
Directorate of Rural development and
Decentralisation Secretariat. There are four filing
cabinets in the records office staff room. The
cabinets accommodate copies of correspondence
files created by action officers.

Estimated quantity (eg, number of
files, linear feet, number of
standard filing cabinets).

The storage location holds current and semicurrent records. The storage room, using wooden
shelving has accommodation capacity for 3,000
files. There are about 200 active subject files in
storage.

Does this series include records
that are semi-current (can be
transferred to semi-current storage
now) or non-current (can be
destroyed or archives now)?

Yes. Non-current files should be transferred to the
records centre. Two-thirds of the policy files can
be retained as current files and a third should be
transferred to the records centre. A portion of the
records should be dispose of.

If yes, provide separate
measurements of quantity.
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About Physical Condition

Physical condition of records (complete tick box below and add notes about nature or
risk/damage as necessary)

Good

Average

Although records are stacked on shelves, they
are not held under appropriate cooling
environment.

At risk

Previously damaged

Beyond salvage

About Relationships with Other Records/ Responsibilities

Relationship/ linkages to other
Yes
x
series: Do these records overlap with
any other series, eg, electronic copies No
kept in email folders or on network
Records are created in computers. There is no
or shared drives?
shared drive. Public Servants use personal
laptops or PCs and save copies of business
correspondence on the machines. Letters
written are printed and hard copies placed on
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files. Most times the hard copy files are missing.
Soft copies are also saved on flash drives. When
public servants are transferred they move with
their laptops and flash drives thereby depriving
the Ministry from accessing the information
created. The Ministry does not have a functional
web site and domain name for official emails.
If yes, specify the linked series

Relationship/linkages to other series:
Do these records have predecessor
or successor series?

Yes
No

If yes, specify the series

Who is responsible for the records?
Specify the name and position of the
staff member(s) and the person this
staff member reports to

The Senior Records Manager (Khalila Thomas) is
responsible for the records. She reports to the
Permanent Secretary.

Is the person responsible for the
records aware of the Public Archives
Act and its requirements?

Yes

Is anyone else in the Department
aware of the Public Archives Act and
its requirements?

Yes

If yes, give details.

x

No
x

No
Senior Civil Servants e.g. PS and Deputy are
aware of the Public Archives Act and its
requirements. Most staff are not aware of the
Public Archives Act.

About Use of the Records/ Information

Who creates the
records? Specify the

The Minister and Deputy have their own records keeping
systems. The Commonwealth Technical Adviser, UNDP
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positions

Consultant and two directors create records. They create and
keep records and are not linked to the admin business
process. The PS initiates administrative routine actions on a
correspondence and minutes to action officers, e.g. Deputy
Secretary, Senior Assistant Secretaries or refers
correspondence to the Directorate of Rural Development
and/or Local Government and Decentralisation.

Who are the main
users? Specify the
positions

The officers mentioned above.

Usage pattern (use tick box below)

Hourly
Daily

X

Weekly
Monthly
Annually
Never

Are the records tracked while in use (paper
records)?

Yes
No

If yes, specify the control mechanism (eg,
register, way book, etc)

x

There are no movement cards. There is a
recording system of where a file or
correspondence has been sent. There is a
way book for out-going letters and a
register for incoming letters. The way book
has recording s under the following items:
date received for despatch, document
subject, to whom, name of messenger and
signature of recipient.
Registers and Way Book are in use. The
entries are not critical for auditing,
performance tracking, and monitoring.
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About security

Who can access the records apart from the Records Office staff
main users?
Are there any confidentiality markings/
access restrictions? If yes, give details

Yes

x

No
There are Top Secret, Secret and Cabinet
papers kept under lock and key by the
Minister’s Secretary. Confidential and
other case files are kept by the PS. There
are case files relating to Paramount Chiefs
under investigations or other chiefdom
disputes
Do the records contain any personal
information? If yes, who are the groups of
people covered

Yes

x

No
Staff working in the Ministry and case files
on chiefdoms and Paramount chiefs.

Are there back up or security copies of the
records? If yes, give details of the backup
method.

If there are additional copies, where are
they held?

If there are additional copies, are there
any differences between the two sets? If
yes, give details

Yes
No

x

In action officers’ separate offices.

Yes
No
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x

Are the records required for audit,
investigation or accountability purposes?

Yes

x

No
If they can be accessed.

Are the records regarded as vital for
continued business (emergency operating
records; or are they needed to document
legal or financial rights)?

Yes

x

No
Original copies are accessible and are used
for emergency operating records, and for
documenting legal or financial rights for
example boundary disputes, claims of
rights to the chieftaincy throne.

Have any specific records in this series
been identified as vital?

Yes

x

No
If yes, briefly describe the vital records

Case files, personnel information
pertaining to HR procedures or technical
and precedent files on chiefs and
chiefdoms, and cabinet papers and MoUs.

About Retention and Disposal

How long (in the view of the department)
do the records need to be kept?

As long as necessary. Because they do not
understand what records to keep and
what not to keep; everything is kept for
fear of accusing them of illegally
destroying public records.

Is there any authority (law, regulation,
disposition schedule, etc) governing
retention. If yes, give details

Yes
No

x

Is the series still accruing? If yes, what is
the estimated annual growth rate?

Yes

x
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No
Is there any cut off date, eg, files closed at
end of year? If yes, give details

Yes

x

No

Are there existing arrangements to
transfer semi-active records to other
storage? If yes, details of off-site or off-line
storage used

Files are closed when they are bulky or
5cm thick or 200 leaves whichever of the
options is the earliest.
Yes
No

x

Any Other Problems/ Concerns
There are no standard printed file covers. Manila folders are used. Records are kept under
humid condition. No training.
[note any below]

Name of person completing this
survey sheet

Muniru Kawa

Date survey conducted

May 2014
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Survey Form C
Government of Sierra Leone Records Management Assessment
Interview with records creators and users
Record the name of the MDA and contact details on Survey Form A. Use Survey Form B for any
centralized filing system.
Use Survey Form C below to record information about individual records series other than the
centralized filing system. The questions at the beginning will help you gather useful background
information. This is followed by a series of questions with yes/ no answers.
Use Form D at the end for any computerized systems.
Department/Agency
Name of individual
Contact telephone number

Questions for Background Information
What are your functions in relation to the department’s functions or mandate?
What information do you need to do your job? What is the key function that this information
supports?
What records do you create or use that are kept in your own personal filing systems?
What categories of records do you create or use that are filed in other filing or recordkeeping
systems kept by the department, either paper or electronic?
Do you use any special software or computer systems? If so, name the system(s).

Questions about Individual Records Series
What is the purpose of the records? (1) for you (2) for the department. Why do these records need
to be created and kept? What functions, processes or activities do they document?
[Ask for more detail about the content if it’s not obvious from previous replies.]
Who keeps the records and where are they kept? Make a note of filing cabinets, computer drives,
etc, as necessary. Estimate the quantity of current records if possible. Estimate the quantity of
semi-current records if possible.
Who has access to the records? Who uses them? How often are the records used (1) by you (2) by
others?
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How far back do the records go? When do they start? Are they still being added to? If not, when do
they end?
Are there any rules or internal practices for closing the records and transferring them or disposing of
them?
Yes/No Questions
The responses specifically relate to the Ministry as a whole.
1. Do these records document the core functions of the department? Yes/No
2. Is this a share resource? Yes, it is not officially a share resource but he shares information with
stakeholders/No
2a. If yes, is it accessible to all who need to use it? Yes/No
3. Are these records that need to be more widely accessible within the department? Yes/No
4. Do these records overlap with other records in the Department? Yes/No
4a. If yes, is access to the other records needed to provide a complete record of
the activities documented? Yes/No

5. If paper records, are there electronic copies? Yes/No
5a. If yes, are the copies complete? Yes/No
6. If electronic records, are there paper copies? Yes/No
6a. If yes, are the copies complete? Yes/No
7. Is there a classification scheme? Yes/No
7a. If yes, does it meet records management standards? Yes/No
8. Are there rules for retention? Yes/No
8a. If yes, does they meet records management standards? Yes/No
9. Are any records deleted / destroyed? Yes/No.
9a. If yes, is their an authorized disposition schedule? Yes/No
10. Do these records contain personal or confidential information that requires extra security?
Yes/No
10a. If yes, are security arrangements adequate? Yes/No
11. Are these records backed up? Yes, only on flash drive/No
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12. What is the quantity? [Linear feet or bytes if known] Less than 2 gb
13. How frequently are the records used? Hourly, daily, weekly, monthly, annually, never
14. Are these (some) records of potential permanent value? Yes/No
15. What is the date span? 1960 through 2014
16. Are there any semi- or non-current records of this series held elsewhere? Yes/No
17. Are procedures for keeping these records covered by a departmental or section procedures
manual or standard? Yes/No
17a. If yes, name the manual or standard.
18. Is there a dedicated staff member responsible for these records? Yes/No
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Survey Form D
About IT Infrastructure - Hardware
Is there reliable power source?

Yes
No

x

How would you asses power reliability?


99% - less than 5 minutes summarised
power failure during working day



90% - less than 1 hour summarised power
failure during working day



75% - less than 2 hour summarised power
failure during working day



66% - less than 3 hours summarised
power failure during working day



50% - less than 4 hours summarised
power failure during working day
Less than 50%

Is there backup power generator?

Yes
No

Is there dedicated server room?

Yes
No

Is there air condition in the server room?

Yes
No

Is the access to the server room restricted?

Yes
No

Is there UPS (battery backup) in the server
room?

Yes
No

Are there any document scanners available?

x

Yes
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x

No
There is one multiple function machine, a 3 in 1
(printer, scanner and photocopy.

About IT Infrastructure - Network
Is there dedicated network connection (not
internet) to other Government MDAs?

Yes
No

What is the nominal speed of that connection?

x

Incoming (Download)
Outgoing (Upload)

How would you assess connection reliability?


99% - less than 5 minutes summarised
downtime during working day



90% - less than 1 hour summarised
downtime during working day



75% - less than 2 hour summarised
downtime during working day



66% - less than 3 hours summarised
downtime during working day



50% - less than 4 hours summarised
downtime during working day



More than 50%

Is there internet connection available?

Yes

x

No
What is the nominal speed of the internet
connection?

Incoming (Download)
Outgoing (Upload)

How would you asses internet connection
reliability?


99% - less than 5 minutes summarised
downtime during working day



90% - less than 1 hour summarised
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downtime during working day


75% - less than 2 hour summarised
downtime during working day



66% - less than 3 hours summarised
downtime during working day



50% - less than 4 hours summarised
downtime during working day



More than 50%

Is there a LAN (Local Area Network) available?

Yes
No

How is the LAN implemented?

x

Ethernet
Wi-Fi
Ethernet + Wi-Fi
Other

About IT Infrastructure - Software
Is there any directory service implemented?
None

Active Directory
LDAP
Novel eDirectory
Lotus Domino
Other

Is there local mail server
(SMTP/POP3/IMAP/Exchange)?

Yes
No

What operating system is installed on laptops
and desktops?

X

Windows 2000
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Windows XP
Windows Vista
Windows 7

Unlicensed

Windows 8
Linux
IOS
Other
What operating system is installed on
servers? None

Windows Server 2000
Windows Server 2003
Windows Server 2008
Windows Server 2012
Linux
IOS
Other

What kind of office software suite is used?
Include version in the answer.

Microsoft Office
Microsoft Works
Open Office
iWork
Other

Is there any scanner software licenses
available? Please provide software name and
version.

None
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2007

Is there any character recognition software
available (OCR/ICR/OMR)? Please provide
software name and version.

None

Additional information for business systems/electronic records
Name of system/ programme/ application
used to create or hold the records

Excel for financial and accounting

Hardware and software environment
(including versions)

2007

What is the business/operational purpose of
system?

Excel for creating financial and accounting
documents

Briefly describe data inputs and sources
(including forms)

What are the major outputs (reports,
documents, forms, etc)
Add any relevant details about the information
content of records that might be useful in
understanding their value
What information about the records (metadata) is captured by the system? Use tick box below

Unique record identifier
Related entities (eg, linkages with
other records within or outside
system)
Versions
Change history
Access permissions
Document Type
Add other information useful to
assessing the integrity of the records
(eg, controlled vocabularies ….

90

System administrator (name, position)
System maintenance (by whom)
Availability of system documentation (user,
administrator, technical, programme code)
Are original versions kept of records, or only
regularly updated versions? Tick box on right.

Originals kept
Updated versions
only

Are all changes tracked and logged so it is
possible to establish all changes that have
been made by whom, when?

Yes

Is there a migration/upgrade strategy? If yes,
please specify.

Yes

No

No

About HR information on Records Office Staff and Secretaries
What is the total number of Records Office Staff and Secretaries?
No

Name

Designation

Grade

1
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Qualification

Years of Experience

Appendix E
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Appendix F
Analysis of Records Kept Outside Central Filing Systems

Professional
Wing
MSWGCA

Directorate
of Rural
Development
MLGRD

Directorate
of
Communication MIC

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

No

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Professional
Wing
MLSS

Questions
[1] Are some records in
electronic form?
[2] Is there an internal network
or shared drive?
[3] Are these records needed to
provide evidence of the
ministry's core functions?
[4] Do these records need to be
more widely accessible?
[5] Do these records overlap
with other records in the
Ministry?
[6] Are the records kept in
separate locations or offices,
eg, some units keep their own
records?
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Directorate
of Rural
Forestry
Water
Division
MWR
MAFFS

NPA ME

Teachers'
Records
MEST

[7] Is access to the other
records needed to provide a
complete record of the
activities documented?
[8] If paper records, are there
electronic copies? If yes, are
the copies complete?
[9] If electronic records, are
there paper copies? If yes, are
the copies complete?
[10] Is there a logical
classification scheme or
numbering system for these
records
[11] Are there rules for
retention?
[12] Are any records deleted or
destroyed?
[13] Do any of these records
contain personal or
confidential information that
requires extra security? If yes,
are security arrangements
adequate?
[14] Do back up copies exist?
[15] How frequently are the
records used? Daily weekly,
monthly, annually, rarely,
never

Yes

No

No

No

No

No

No

Yes

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

No

No

No

No

No

No

No

Yes

No

No

No

No

No

No

No

No

Yes

No

No

No

No

No

No

No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Daily

Daily

Daily

Daily

Daily

Daily

Daily

Daily
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[16] Are any of these records of
potential permanent value?
[17] What is the date span of
the records?
[18] Do the records include
semi- or non current records?
[19] Are procedures for
keeping these records covered
by a departmental or section
procedures manual or
standard?
[20] Is there a dedicated staff
member responsible for these
records? If yes, is the staff
member trained in records
management?

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

19602014

20122014

19602014

19602014

19752014

19902014

19702014

9502014

Yes

No

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

No

No

No

No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No
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Appendix G
Analysis of Specialist Records Maintained by the Ministry of Health and Sanitation

Questions
[1] Are some records in electronic
form?
[2] Is there an internal network or
shared drive?
[3] Are these records needed to
provide evidence of the ministry's
core functions?
[4] Do these records need to be more
widely accessible?
[5] Do these records overlap with
other records in the Ministry?
[6] Are the records kept in separate
locations or offices, eg, some units
keep their own records?
[7] Is access to the other records
needed to provide a complete record
of the activities documented?
[8] If paper records, are there
electronic copies? If yes, are the
copies complete?

Information,
Communication
and Technology
MoHS

Procurement
Unit, MoHS

Accounting
Division

Internal
Audit

Central
Medical
Stores

Births and
Deaths

Connaught
Hospital

Yes

Yes

Yes

Yes

No

No

No

No?

No

No

No

No

No

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

Yes

Yes

Yes

Yes

Yes?

Yes?

Yes

Yes

No

Yes

No

Yes?

No?

No

No

No

No

Yes

Yes

No?

No?

Yes

No

No

Yes

Yes/No?

Yes/No

Yes/No

Yes/No

Yes/No

No

No
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[9] If electronic records, are there
paper copies? If yes, are the copies
complete?
[10] Is there a logical classification
scheme or numbering system for
these records

Yes/No?

Yes/No

Yes/No

Yes/No

Yes/No

No

No

No?

Yes

Yes

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

Yes

Yes

Yes

Yes/No

Yes/Yes

Yes/Yes

Yes/Yes

No

Yes/No

Yes/No

Yes

Yes

Yes

Yes

No

No

No

Daily?

Daily

Daily

Daily

Daily

Daily

Daily

Yes

No

No

Yes

Yes?

Yes

Yes

2012-2014

2010-2014

2010-2014

2010-2014

1954-2014

1700s [sic] 2014

2005-2014

No

No?

Yes

Yes

Yes

Yes

Yes

[19] Are procedures for keeping
these records covered by a
departmental or section procedures
manual or standard?

No

No

No

No

No

No

No

[20] Is there a dedicated staff
member responsible for these
records? If yes, is the staff member
trained in records management?

No

No

No

No

Yes

Yes

Yes

[11] Are there rules for retention?
[12] Are any records deleted or
destroyed?
[13] Do any of these records contain
personal or confidential information
that requires extra security? If yes,
are security arrangements adequate?
[14] Do back up copies exist?
[15] How frequently are the records
used? Daily weekly, monthly,
annually, rarely, never
[16] Are any of these records of
potential permanent value?
[17] What is the date span of the
records?
[18] Do the records include semi- or
non current records?
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Appendix H

Draft Standards and Guidelines for the Management of Records in
Public Authorities
Introduction
For the purposes of these Standards, ‘records’ are defined as:
‘Information, regardless of form or medium, created, received and maintained by an
organisation or person in pursuance of legal obligations or in the transaction of
business.’
These Standards provide guidance to all public authorities on the management of their

records. They should be read in conjunction with the Government of Sierra Leone’s draft
Records Management Policy. Authorities should note that if they fail to comply with the
Records Management Policy and these Standards, they may be in breach of their statutory
obligations. Public authorities must also be familiar with the provisions of the Public
Archives Act 1965 and subsequent archive and records legislation
The Standards apply to all records, regardless of their format. As ministries, departments
and agencies (MDAs) migrate to an on-line environment, records in electronic form are
providing the basis for conducting business, serving the public, managing resources,
measuring progress and outcomes, and protecting rights. New technology has the capacity
to transform the public sector by improving programmes and services, achieving
development goals and advancing e-government strategies. However, the essential
processes and controls must still be in place to capture, safeguard and provide access to
records in electronic form.
Well managed records are fundamental to good governance. Records not only document
the activities, transactions and communications of public authorities, but they provide
valuable sources of information to support decision-making and the implementation of
Government projects and programmes. Good records and information management also
enables public authorities to fulfill their legal obligations under the Right to Access
Information Act 2013. Access rights are of little value if information cannot be found when
requested or, when found, cannot be relied upon as authoritative.
Records management is important for other reasons. Records are the basis on which
decisions are made, services provided and policies developed and communicated. Effective
management of records brings the following benefits:
•

It underpins service delivery by ensuring that authoritative information about past
activities can be retrieved, used and relied upon in current business.
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•

It improves accountability and enables audit; records make it possible to demonstrate
compliance with legislation, regulations and policies.

•

It enables the protection of the rights and interests of an authority, its staff, its clients
and its stakeholders.

•

It increases efficiency and cost-effectiveness by ensuring that records can be found
when needed and are disposed of when no longer required.

•

It supports compliance with other legislation that requires records and information to
be kept, controlled and accessible, such as employment legislation and health and
safety legislation.

•

It safeguards institutional and national memory.

Poor records and information management create risks for the authority, such as:
•

Poor decisions based on inaccurate or incomplete information.

•

Inconsistent or poor levels of service.

•

Financial or legal loss if information required as evidence is not available or cannot be
relied upon.

•

Non-compliance with statutory or other regulatory requirements, or with sector
specific standards.

•

Failure to handle confidential information with an appropriate level of security.

•

The possibility of unauthorised access to, or disposal of, records and information.

•

Increased opportunities for corruption.

•

Failure to protect information that is vital to the continued functioning of the
organisation, leading to inadequate business continuity planning.

•

Unnecessary costs caused by storing records and other information for longer than
they are needed.

•

Staff time wasted searching for records.

•

Staff time wasted considering issues that have previously been addressed and
resolved.
100

•

Loss of reputation as a result of all of the above, with damaging effects on public trust.

Aim and Scope of the Standards
The Standards aim to set out the recommended good practices which public authorities
should follow in relation to the creation, management and disposal their records. The
Standards apply to all records irrespective of the technology used to create and store them
or the type of information they contain. It includes, therefore, not only paper files and
digital records management systems but also business and information systems, including,
for example:
•

payroll and human resource management

•

accounting and financial management

•

case management

•

transaction management

•

geographical information systems

•

licensing

•

registration

•

websites.

Supplementary guidance
Annex A lists more detailed guidance materials that support the objectives of these Standards,
including international standards and good practice guidelines issued by archives and records
institutions. The Public Archives of Sierra Leone has issued generic procedures manuals
covering the design and management of filing systems, control systems for incoming and
outgoing correspondence, and the transfer of semi-current records to the Government
Records Centre. Reference is made to these manuals in the text where appropriate.
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RECORDS MANAGEMENT: RECOMMENDED GOOD PRACTICE
1

Summary of Recommended Good Practice

•

Authorities should have organisational arrangements in place that support records
management (see section 2).

•

Authorities should comply with the Government’s Records Management Policy or
have their own policy in place as part of a wider information or knowledge
management policy (see section 3).

•

Authorities should ensure they keep the records they will need for business,
regulatory, legal and accountability purposes (see section 4).

•

Authorities should classify their records to enable quick retrieval and to simplify
retention and disposal rules (see section 5).

•

Authorities should keep their records in systems that enable records to be stored
and retrieved as necessary (see section 6).

•

Authorities should know what records they hold and where they are held, and
should ensure that the records remain usable for as long as they are required (see
section 7).

•

Authorities should ensure that records are stored securely and that access to them is
controlled (see section 8).

•

Authorities should define how long they need to keep particular records, should
dispose of them when they are no longer needed and should be able to explain why
records are no longer held (see section 9)

•

Authorities should monitor compliance with these Standards and should regularly
assess the overall effectiveness of their records management programme (see
section 10).

2

Organisational Arrangements to Support Records Management

Public authorities should have in place organisational arrangements that support records
management. These arrangements should include:
•

Recognition of records management as a core corporate function, either separately or
as part of a wider information or knowledge management function. The function
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should cover records in all formats throughout their lifecycle, from planning records
systems and the creation of records through to disposal.
•

Recognition of information and records as a corporate asset, the loss of which would
could cause disruption to business. Records and information management should be
included in the organisation’s risk management assessments.

•

Recognition that records and information management is a separate discipline with its
own professional qualifications and international standards.

•

A governance framework that includes defined roles and lines of responsibility. The
assignment of roles and responsibilities is specified in the Government of Sierra
Leone’s Records Management Policy. Lead responsibility for the records and
information management function should be assigned to a designated member of
staff at sufficiently senior level, for example a board member, to act as a records
management champion. Operational responsibility should be allocated to a member
of staff with the necessary knowledge and skills. Ideally the same people will be
responsible also for compliance with other information legislation, for example the
Right of Access to Information Act, or will work closely with those people who have
lead and operational responsibility for compliance with that legislation.

•

Clearly defined instructions, applying to staff at all levels of the authority, to create,
keep and manage records. In larger organisations the responsibilities of managers,
and in particular heads of business units, can be differentiated from the
responsibilities of other staff by making it clear that managers are responsible for
ensuring that adequate records are kept of the activities for which they are
accountable.

•

Identification of all information and business systems that hold records; provision of
the resources needed to maintain and protect the integrity of those systems and the
information they contain.

•

Consideration of records management issues when planning or implementing ICT
systems, when extending staff access to new technologies. Records management
requirements should be identified and defined at the system design stage.

•

Consideration of records management issues during re-structuring or major changes
to the authority’s organisation.

•

Induction and other training in records and information management to ensure that
all staff are aware of the authority’s records management policies, standards,
procedures and guidelines and understand their personal responsibilities. Staff whose
work is primarily about records and information management should be given
opportunities for professional development;
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•

An agreed programme for managing records in accordance with these Standards.

•

Provision of the financial and other resources required to achieve agreed objectives in
the records management programme.

3

Records Management Policy

Public authorities should comply with the Government of Sierra Leone’s Records
Management Policy or have in place its own policy, consistent with the Government’s
Policy, as part of a wider information or knowledge management policy. The Government’s
Records Management Policy is reproduced at Annex B.
The policy should be endorsed by senior management, for example at board level, and
should be readily available to staff at all levels.
The policy provides a mandate for the records and information management function and a
framework for supporting standards, procedures and guidelines. As a minimum, the policy
should:
•

Set out the authority’s commitment to create, keep and manage records which
document its activities.

•

Define roles and responsibilities in relation to records management.

•

Indicate how compliance with the policy and the supporting standards, procedures
and guidelines will be monitored.

The policy should be kept up-to-date so that it reflects the current needs of the authority.
The Government of Sierra Leone’s Records Management Policy will be reviewed regularly to
determine whether it continues to meet Government’s and public authorities’ needs, for
example in the light of major technological or organisation change. Public authorities that
have in place their own policy should also carry out regular reviews (annually is
recommended) to assess whether the policy needs amendment.

4

Deciding What Records Must Be Kept

Public authorities should ensure they keep those records of their activities that they will
need for business, regulatory, legal and accountability purposes. The following factors
should be considered:


The legislative and regulatory environment within which the authority operates. This
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will be a mixture of generally applicable legislation and regulations, such as health and
safety legislation and financial regulations, and specific legislation applying to the
sector or authority; for example, the Teaching Service Commission is required to
maintain and upgrade annually a register of all licensed teachers.


The need to refer to authoritative information about past actions and decisions for
current business purposes. For example, problems such as outbreaks of a particular
disease may recur; in order to deal with each new outbreak, the Ministry of Health
and Sanitation needs reliable information about what it did during previous outbreaks
and who was responsible for specific measures, such as closing schools and borders.



The need to carry out its mandate and provide services. For example, the Ministry of
Mines and Mineral Resources must create and maintain certain detailed records
relating to the licensing of mineral rights and any changes to those rights.



The need to protect legal and other rights of the authority, its staff and its
stakeholders. For example, any public authority needs to know what agreements and
contracts it has entered into with businesses, clients or international organisations in
order to protect itself if challenged.



The need to explain, and if necessary justify, past actions in the event of an audit,
public inquiry or other investigation. For example, the Audit Service of Sierra Leone
will expect to find accurate records of all expenditure of public funds.

Identifying What Records Need to be Kept
Government authorities need to design and agree operating procedures and business rules
for deciding what records is needs to keep and for how long. For example:


How should a decision or action be recorded? As a file note, a form, a memo, an email
or as newly entered data in a business system?



By whom should the decision or action be recorded? By the Permanent Secretary or
his/ her Secretary? By the head of the business unit? By data entry staff?



At what point in the process or transaction should the record be captured in the
records system and ‘frozen’ as an unchangeable record? When a communication is
signed? When a draft is circulated for comment? When a newly created record in a
business system is approved?



What should the records contain? An authorised signature? Completed data fields?
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Where and how they should be stored? In a policy file in the central filing system? In
a case file? In a document management system or business system?

As part of this process authorities should consider whether any of their records should be
subject to particular controls to ensure that their ‘evidential value’ can be demonstrated.
For example, what do the records need to contain, in what format should they be and
where should they be held in order to demonstrate that they are:


authentic, that is, they are what they say they are



reliable, that is, they can be trusted as a full and accurate record



have integrity, that is, they have not been altered since they were created or filed



are usable, that is, they can be retrieved, read and used.

Ensuring Records Are Kept
Staff should be aware of their responsibility to keep accurate and complete records as part
of their daily work, and to keep particular records as part of the authority’s agreed
procedures and business rules. Managers of business units, programmes and projects
should take responsibility for ensuring that records are kept of the unit, programme or
project work and are available for corporate use.
Authorities should ensure that staff creating or filing records are aware of the need to give
the records titles, numbers or other descriptions that reflect their specific nature and
contents so as to facilitate retrieval. Classification of records is dealt with in the next
section.
Staff should also be aware of the need to dispose of ephemeral material on a routine basis.
For example, print-outs of electronic documents should not be kept after the meeting or
reference purpose for which they were printed; trivial emails should be deleted after being
read; and keeping multiple or personal copies of documents should be discouraged.

5

Classification of Records

Public authorities should have classification systems in place that enable related records to
be grouped together and given meaningful labels (title, index term, etc) that describe their
contents.
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Classification in records management involves identifying and arranging records into
categories according to an agreed structure and rules. One of main purposes of
classification is to assist information retrieval. A classification system helps make it easy to
find information, saves time and effort in searching for information, and helps ensure that
relevant information can be found together. In a perfect world, an authority’s classification
schemes should make it obvious where every record belongs and where any record can be
found.
A good classification system has the added benefit of enabling retention and disposal rules
to be applied, based on ‘categories’, thereby greatly simplifying the process of disposal. In
the electronic environment, classification also can assist in the management of access rights.
Classification systems must be documented in a ‘classification scheme’ so that the structure
and rules may be understood.
A classification scheme has the following basic requirements:
•

There is an agreed classification scheme endorsed by senior management.

•

The classification scheme is appropriate for the organisation it serves; for example,
classification schemes used by other organisations cannot be expected to give a
perfect fit; they will need to be adapted to meet changing needs.

•

It has a simple logical structure that it easy to understand and use.

•

There are agreed rules.

•

It enables categories to be easily distinguished from each other.

•

It is capable of logical expansion to accommodate new categories.

•

Responsibility for maintaining the system, eg, creating a new category, is assigned to
an individual or individuals.

•

Training is given to users.

•

Users are required to follow the rules.

•

All records that belong in the classification system are classified. Everything is filed
that should be filed
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•

The system is monitored for quality control and compliance

Classification Systems
Examples of classification systems for records include:


folder structures for electronic records



file lists and indexes for paper files



file plans



personnel files organised by payroll number



batches organised by batch number



forms organised by a unique individual form number



client files organised by client ID number.

Classification schemes should reflect the work of the authority. The recommended good
practice is that a classification scheme for the authority’s filing systems, whether paper or
electronic, should be based on the authority’s functions, which may be further subdivided
into activities and processes. The authority’s functions may be grouped into ‘operational’ or
‘core’ functions (the functions for which it was created) and ‘administrative’ or ‘common’
functions that most MDAs carry out (financial management, procurement, human resources
management, maintaining IT equipment, using services such as power supply, etc).

6

Records Systems

Public authorities should keep their records in systems that enable records to be stored
safely and retrieved when needed.

Choosing, Implementing and Using Records Systems
Authorities should decide the format in which their records are to be stored. If the authority
is operating electronically, for example using email for internal and external
communications or creating word processed documents, spreadsheets or other electronic
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‘office’ documents, it is good practice to hold the resulting records electronically, but only if
the records systems in which they are held meet basic records management requirements.
For example, holding emails in personal desktop folders is not a long term solution. If
emails need to be linked to other related documents (ie filed) and shared with their
contextual records, they need to be saved as a minimum in a network drive or shared
workspace to which filing and security rules can be applied. See Annex A for more guidance
on the management of electronic records. In the absence of this minimum requirement,
printing and filing in centralised filings systems is the recommended good practice
Authorities are likely to hold records and other information in a number of different
systems. These systems may include, for example, a content management system, a
dedicated electronic document and records management system, business systems such as
a case management, financial management, registration or geographical information
system, a database of scanned images, a website, shared workspaces, a library of audiovisual material, or paper files in a central filing system. In some cases related records of the
same business activities may be held in different formats, for example digital files and
supporting paper material. The authority’s records management programme should aim to
enable related records to be linked, regardless of the system in which they are held, and to
enable information to be shared between those who need access to it, regardless of the
system in which the information is held. Ultimately, a content management system is likely
to be required.
Records systems should be designed to meet the authority’s operational needs. Using them
should be an integral part of business operations and processes. A records system should
have the following characteristics:


It should be easy to understand and use.



It should allow for quick and easy retrieval of information. With digital systems this
should include the capacity to search for information.



It should be set up in a way that enables routine records management processes to
take place. For example, digital systems should be able to delete specified
information in accordance with agreed disposal dates and leave the rest intact.



It should be designed to capture the relationship between records that should be
linked, for example, replies to correspondence whether electronic or paper, and their
attachments and enclosures.



It should enable the context of each record and its relationship to other records to be
understood. In a records management system this can be achieved by classifying and
indexing records within a file plan or business classification scheme to bring together
related records and enable the sequence of actions and context of each document to
be understood. This approach also makes it possible for decisions, for example
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relating to access or disposal, to be applied to groups of records instead of to
individual records.


It should capture metadata (data or information about the records), for example,
about the context of the records’ creation, the systems and processes that generate
and manage them, and the activities that the records support.



It should protect records from accidental or unauthorised alteration, copying,
movement or deletion/ destruction.



It should provide secure storage to the level of protection required by the nature,
contents and value of the information in them. For digital systems this includes a
capacity to control access to particular information if necessary, for example by
restricting access to named individuals or by requiring passwords. With paper files
this includes a capacity to lock storage cupboards or areas and, using tracking systems
such as file movement records, to log access to them and any withdrawal of records.



it should enable an audit trail to be produced of occasions on which selected records
have been seen, used, amended and deleted.

Records systems should be documented to assist users, facilitate training, and enable the
system to be maintained and reconstructing it in the event of an emergency.

Limiting the Active Life of Records Within Record Systems
Folders, files and similar record assemblies should not remain live indefinitely. They should
be closed, that is, have their contents frozen, at an appropriate time. Closed records should
not have newly created records added to them. In paper filing systems, for example, files
are closed and continuation parts created when the file reaches a certain age or becomes
full and unmanageable. In electronic filing systems, the same principle may be applied to
folders or virtual assemblies of records. Anyone looking at a record should be able to tell
whether earlier or later files or folders exist and how they can be accessed.
The trigger for closure will vary according to the nature and function of the records, the
extent to which they affect ongoing business and the technology used to store them. For
example, completion of the annual accounting process can be a trigger for closing financial
records; completion of a project can be a trigger for closing project records; and completion
of formalities following the death of a patient can be a trigger for closing that person’s
health record. As noted, size is a factor and a file or folder (paper or electronic) should not
be too big to be handled or scrutinised easily. Authorities should decide the appropriate
trigger for each records system and put arrangements in place to apply the trigger.
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7

Storage and Maintenance of Records

Public authorities should know what records they hold and where they can be found.
Authorities should ensure that the records remain usable for as long as they are required.

Knowing What Records Are Held
The records system’s effectiveness depends on the authority’s knowledge of what records
are held, what information they contain, how they can be accessed and what value they
have to support the authority’s functions. Without this knowledge an authority will find it
difficult to:


locate and retrieve information required for business purposes or to respond to an
information request



ensure records are disposed of when no longer needed.

Authorities should maintain data on their records and information assets. This can be done
in various ways, for example by maintaining a register of records systems or through surveys
or audits of the records and information held by the authority.
Authorities should consider publishing details of the types of records they hold to help
members of the public make requests for information under the Right of Access to
Information Act.

Storing Records
All records should be protected against theft, tampering or damage by flooding, fire, vermin
or insects. The storage system should allow easy and efficient retrieval of information but
also minimise the risk of damage, loss or unauthorised access. See Annex A for more
guidance on storage standards.
Records containing personal or confidential information may need to be stored separately in
facilities or systems with greater restrictions on access.
Records that are no longer required for frequent reference can be removed from current
systems to off-site (for paper) or off-line (for digital media) storage where this is a more
economical and efficient way to store them. They should continue to be subject to normal
records management controls and procedures. Semi-current records that at unlikely to be
needed for reference should be transferred to the Government Records Centre. Detailed
procedures are described in the Records Office Procedures Manual.
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The whereabouts of records should be known at all times and movement of files and other
physical records between storage areas and office areas should be logged.

Ensuring Records Remain Usable
It should be possible to retrieve, use and rely on records for as long as they are needed. The
arrangement of records when they were last kept to support the authority’s current
business should always be preserved. For example, semi-current files from filing systems
should be kept in file number order.
Because of rapid technological change in hardware and software, records in digital systems
will not remain usable over time unless steps are taken to maintain their accessibility.
Authorities should put in place a strategy for their continued maintenance, designed to
ensure that information remains intact, reliable and usable for as long as it is needed. The
strategy should provide for updating of the storage media and migration of the software
format within which the information and metadata are held, and for regular monitoring of
integrity and usability. See Annex A for more guidance.
Records in digital systems are particularly vulnerable to accidental or unauthorised
alteration, copying, movement or deletion. This puts at risk the reliability of the records
which could damage the authority’s interests. Authorities should assess these risks and put
appropriate safeguards in place.
Back-up copies of records in digital systems should be kept and stored securely in a separate
location. They should be checked regularly to ensure that the storage medium has not
degraded and the information remains intact and is capable of being restored to operational
use. Back-ups should be managed in a way that enables disposal decisions to be applied
securely without compromising the authority’s capacity to recover from system failures and
major disasters.
Physical records such as paper files may also require regular monitoring. For example,
formats such as early photocopies and facsimiles may be at risk of fading. Regular checks
should be made of any information in such formats that is of continuing value to the
authority. Documents at risk should be re-copied on more stable material.
Metadata for records in any format should be kept in such a way that it remains reliable and
accessible for as long as it is required, which will be at least for the life of the records. See
Annex A for more guidance.

112

Business Continuity Plans
Business continuity plans should identify and safeguard records that are vital to the
organisation, that is:
•

Records that would be essential to the continued functioning or reconstitution of the
organisation in the event of a disaster.

•

Records that are essential to ongoing protection of the organisation’s legal and
financial rights.

8

Security and Access

Public authorities should ensure that records are stored securely and that access to them is
controlled.
Authorities should ensure that storage arrangements, handling procedures and
arrangements for transmission of records reflect accepted standards and good practice in
information security; it is good practice to have an information security policy to address
these points.
Ease of internal access will depend on the nature and sensitivity of the records. Access
restrictions should be applied when necessary to protect the information concerned and
should be kept up to date. Particular care should be taken with personal information about
living individuals to protect them against unauthorised or unlawful processing, damage, loss
or destruction. Sierra Leone does not currently have a Data Protection Act. Basic data
protection principles are listed in Annex C. These are based on the UK Data Protection Act
1998 and its amendments. Particular care should also be taken with information bearing a
protective marking (Confidential, Secret, etc). Other information, such as information
obtained from commercial organisations in confidence, may also require additional
protection.
Transmission of records, especially outside the authority’s premises, should require
authorisation from a senior official. The method of transmission should be subject to risk
assessment before a decision is made.
External access should be provided in accordance with relevant legislation.
An audit trail should be kept of who has access to the records, especially for people outside
the immediate work area. More guidance on tracking the movement of paper records is
provided in the Records Office Procedures Manual.
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Disposal of Records

For the purpose of these Standards, ‘disposal’ refers to the transfer of records the
Government Records Centre or to the Government Archives for permanent preservation, or
the destruction/ permanent deletion of records.
Public authorities should define how long they need to keep particular records, and should
dispose of their records when they are no longer needed. Authorities should also be able to
explain why records are no longer held, for example, they have been destroyed according to
an approved records retention and disposal schedule.

General Principle
As a general principle, records should be kept for as long as they are needed by the
authority: for ongoing business; for reference or for accountability purposes; to comply
with regulatory requirements; or to protect legal and other rights and interests. Destruction
at the end of this period ensures that office and server space are not used unnecessarily and
costs are not incurred in maintaining records that are no longer required.
Records should not be kept after they have ceased to be of use to the authority unless:

•

They are known to be the subject of litigation or a request for information. If so,
destruction should be delayed until the litigation is complete or, in the case of a
request for information, all relevant complaint and appeal provisions have been
exhausted.

•

In the case of financial records, audit has not yet been completed. Financial records
are normally destroyed after the current year plus six years, but audit is sometimes
delayed.

•

They have long-term value for historical or other research and have been or should be
selected for permanent preservation.

Making Disposal Decisions
Disposal decisions should take account of the following:


The authority’s continuing need for access to the information or the potential value of
the records for historical or other research.
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Appropriate consultation between records management staff, staff of the relevant
business unit and, where appropriate, others such as legal advisers, archivists or
external experts.



Formal authorisation of the disposal by the authority.



Disposal being carried out by properly authorised staff.



Security and confidentiality needs during the process of disposal.

The objective is to carry out all disposal actions according to a ‘retention and disposal
schedule’, authorised and agreed by the Government Archives and the record creating
authority. The schedule itself should include, as a preamble, an overall policy, stating in
broad terms the types of records likely to be selected for permanent preservation by the
authority.
The retention and disposal schedule identifies and describes all the records of the public
authority and specifies a pre-defined disposal action for each type or series of records. The
action can be, for example, destroy 5 years after [trigger event]; review after 10 years;
transfer to the archives for permanent preservation after 15 years. The schedule should
include all the records of the authority, regardless of their format (ie paper, digital).
Special arrangements need to be made for electronic records, such as those in databases,
that are updatable. Audit trails of changes need to be kept. The entire database itself may
need to be saved and ‘frozen’ periodically as an unchangeable record. More guidance is
provided in the relevant standards listed in Annex A.
Note that the disposal action ‘transfer to the Government Records Centre’ is not a final
action. It should always be accompanied by a final action such as destroy after x years,
review after y years or transfer to the archives after z years.
Disposal schedules should contain sufficient details about the records to enable the records
to be easily identified and the disposal action applied to them to be carried out on a routine
and timely basis. The amount of detail in a disposal schedule will depend on the authority’s
needs, but the schedule should at least:
•

Describe the records, including any relevant reference numbers.

•

Include as a separate category with its own disposal action any finding aids such as a
register or index of the records.

•

Identify the function to which the records relate and the business unit for that
function (if that is not clear from the description).
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•

Specify the retention period, ie how long the records are to be kept.

•

Specify what is to happen to the records at the end of that period, ie the disposal
action.

•

Note the legal, regulatory or other reason for the disposal period and action, for
example a statutory provision.

•

Be approved by the authority and the Government Archives.

Retention and disposal schedules should be kept up to date and should be amended if a
relevant statutory provision changes. However, authorities should consider keeping
information about previous provisions so that the basis on which records were previously
destroyed can be explained.
If any records are not included in retention and disposal schedules, special arrangements
should be made to review them and decide whether they can be destroyed or should be
selected for permanent preservation. These decisions should be documented and kept to
provide evidence of which records have been identified for destruction, when the decision
was made, and the reasons for the decision, where this is not apparent from the overall
policy. Periodic reviews of the schedule will enable newly created series or categories of
records to be added, subject to authorisation of the updated schedule by the authority and
Government Archives.

Implementing Disposal Decisions
Disposal schedules and disposal decisions should be implemented by properly authorised
staff. Implementation arrangements should take account of variations caused by, for
example, outstanding requests for information or litigation.
Records scheduled for destruction should be destroyed in as secure a manner that will be
determined by the level of confidentiality or security. For example, records containing
personal information about living individuals should be destroyed in a such a way that they
cannot be accessed again. With digital records it may be necessary to do more than delete
or overwrite the data to ensure the information is destroyed and cannot be recovered.
When destruction is carried out by an external contractor, the contract should stipulate that
the security and access arrangements established for the records will continue to be applied
until destruction has taken place.
In some cases there will be more than one copy of a record. For example, there are likely to
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be back-up copies of digital records, or there may be digital copies of paper records. A
record cannot be considered to have been completely destroyed until all copies, including
back-up copies and paper/ electronic/ digital copies, have been destroyed.

Documenting the Destruction of Records
Details of records destruction should be kept, either as part of the audit trail metadata or
separately. Ideally, some evidence of destruction should be kept indefinitely because the
previous existence of records may be relevant information. However, the level of detail and
for how long it should be kept will depend on an assessment of the costs and the risks to the
authority if detailed information cannot be produced on request.
As a minimum, it should be possible to provide evidence that as part of routine records
management processes, destruction of a specified type of record of a specified age range
took place in accordance with a specified provision of the disposal schedule. Destruction
authorisation forms will serve this purpose (see the Records Office Procedures Manual).
Evidence of this nature will enable an authority and its staff to explain why records specified
in a court order cannot be provided or to defend themselves against a charge under the
Right of Access to Information Act that records were destroyed in order to prevent their
disclosure.

Transfers to the Government Records Centre
The Government Records Centre provides an essential service to MDAs, enabling them to
reduce storage costs and at the same time maintain access to their semi-current records
that are made available on request to duly authorised staff.
Some records can be destroyed immediately they cease to be of reference value for current
business, but the majority must be held for an additional number of years according to legal,
audit, operational and other requirements. For instance, payment vouchers must be kept
for audit purposes and if audits are delayed, the records may need to be kept for longer
than the normal scheduled period of the current year plus six years. Some records will need
to be kept for much longer periods before their ultimate disposition. Policy and subject files
may need to be reviewed long after they have ceased to be current records to determine
whether they need to be permanently preserved in the Archives. Key personnel and
pension records of public servants must be kept until all rights have expired, usually after
death. Pension rights may extend to the spouse for some time after the death of the person
concerned.
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Procedures for transferring semi-current records to the Government Records Centre are
described in the Records Office Procedures Manual.

Records for Permanent Preservation
Records selected for permanent preservation and no longer required by the authority
should be transferred to the Government Archives. Transfer can be made direct from the
authority or from the Government Record Centre. All transfers should be made in
consultation with the Government Archives and in accordance to retention policies and
schedules.

10

Monitoring and reporting on records and information management

Public authorities should monitor compliance with these Standards and assess the overall
effectiveness of their records management programme.
Authorities should identify performance measures that are derived from their information
management needs, their records and information management systems and the risks of
non-compliance with these Standards.
The performance measures could be general in nature, for example that a policy has been
issued, or they could refer to processes, such as the application of retention and disposal
schedules to relevant records with due authorisation of destruction; or could use metrics
such as retrieval times for records held in central filing systems or held off-site in the
Government Records Centre.
Authorities should put in place the means by which performance can be measured. For
example, if metrics are to be used, the data from which statistics will be generated must be
kept. Qualitative indicators, for example whether guidance is being followed, can be
measured by spot checks or by interviews with staff.
Monitoring should be undertaken on a regular basis and the results reported to the person
with lead responsibility for records management so that risks can be assessed and
appropriate action taken.

118

Annex A: List of Useful Standards and Guidance Materials
Relevant standards issued by the International Standards Organisation (ISO) will be listed
here, together with guidelines published by the International Council on Archives and
national archival institutions
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Annex B: Government of Sierra Leone’s Records Management Policy

120

Annex C
Data Protection Principles
Schedule 1 to the UK Data Protection Act lists eight data protection principles. Schedules 2
and 3 set out additional conditions. The following eight principles, and the supporting
conditions, have been amended to match Government organisation in Sierra Leone.
1.

Personal data shall be processed fairly and lawfully and, in particular, shall not be
processed unless:
(a)
(b)

at least one of the additional conditions is met (see below), and
in the case of sensitive personal data, at least one of the additional conditions is
also met (see below).

2.

Personal data shall be obtained only for one or more specified and lawful purposes,
and shall not be further processed in any manner incompatible with that purpose or
those purposes.

3.

Personal data shall be adequate, relevant and not excessive in relation to the purpose
or purposes for which they are processed.

4.

Personal data shall be accurate and, where necessary, kept up to date.

5.

Personal data processed for any purpose or purposes shall not be kept for longer than
is necessary for that purpose or those purposes.

6.

Personal data shall be processed in accordance with the rights of data subjects.

7.

Appropriate technical and organisational measures shall be taken against
unauthorised or unlawful processing of personal data and against accidental loss or
destruction of, or damage to, personal data.

8.

Personal data shall not be transferred to a country or territory outside Sierra Leone
unless that country or territory ensures an adequate level of protection for the rights
and freedoms of data subjects in relation to the processing of personal data.

Conditions Relevant for Purposes of the First Principle: Processing of Any Personal Data
1.

The data subject has given his consent to the processing.

2.

The processing is necessary:
(a)

for the performance of a contract to which the data subject is a party, or
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(b)

for the taking of steps at the request of the data subject with a view to entering
into a contract.

3.

The processing is necessary for compliance with any legal obligation to which the data
controller is subject, other than an obligation imposed by contract.

4.

The processing is necessary in order to protect the vital interests of the data subject.

5.

The processing is necessary:
(a)
(b)
(c)
(d)

6.

for the administration of justice, for the exercise of any functions of Parliament,
for the exercise of any functions conferred on any person by or under any
enactment,
for the exercise of any functions of the President, a Minister or a government
department, or
for the exercise of any other functions of a public nature exercised in the public
interest by any person.

(1) The processing is necessary for the purposes of legitimate interests pursued by the
third party or parties to whom the data are disclosed, except where the processing is
unwarranted in any particular case by reason of prejudice to the rights and freedoms
or legitimate interests of the data subject.
(2) The Minister responsible may by order specify particular circumstances in which
this condition is, or is not, to be taken to be satisfied.

Conditions Relevant for Purposes of the First Principle: Processing of Sensitive Personal
Data
1.

The data subject has given his explicit consent to the processing of the personal data.

2.

(1) The processing is necessary for the purposes of exercising or performing any
right or obligation which is conferred or imposed by law in connection with
employment.
(2)

The Minister responsible may by order—
(a)
(b)

3.

exclude the application of sub-paragraph (1) in such cases as may be
specified, or
provide that, in such cases as may be specified, the condition in subparagraph (1) is not to be regarded as satisfied unless such further
conditions as may be specified in the order are also satisfied.

The processing is necessary—
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(a) in order to protect the vital interests of the data subject or another person, in
a case where:
(i) consent cannot be given by or on behalf of the data subject, or
(ii) the data controller cannot reasonably be expected to obtain the
consent of the data subject, or
(b) in order to protect the vital interests of another person, in a case where
consent by or on behalf of the data subject has been unreasonably
withheld.
4.

The processing—
(a)

is carried out in the course of its legitimate activities by any body or
association which:
(i)
(ii)

(b)
(c)

(d)

is not established or conducted for profit, and
exists for political, philosophical, religious or trade-union purposes,

is carried out with appropriate safeguards for the rights and freedoms of
data subjects,
relates only to individuals who either are members of the body or
association or have regular contact with it in connection with its purposes,
and
does not involve disclosure of the personal data to a third party without
the consent of the data subject.

5.

The information contained in the personal data has been made public as a result of
steps deliberately taken by the data subject.

6

The processing:
(a)
(b)
(c)

7.

is necessary for the purpose of, or in connection with, any legal
proceedings (including prospective legal proceedings),
is necessary for the purpose of obtaining legal advice, or
is otherwise necessary for the purposes of establishing, exercising or
defending legal rights.

(1) The processing is necessary:
(a)
(b)
(c)
(d)

for the administration of justice,
for the exercise of any functions of Parliament,
for the exercise of any functions conferred on any person by or under an
enactment, or
for the exercise of any functions of the President, a Minister or a
government department.

123

(2) The Minister responsible may by order—
(a)
(b)

exclude the application of sub-paragraph (1) in such cases as may be
specified, or
provide that, in such cases as may be specified, the condition in subparagraph (1) is not to be regarded as satisfied unless such further
conditions as may be specified in the order are also satisfied.

(3) The processing:
(a)

is either:
(i)

(ii)

(b)

the disclosure of sensitive personal data by a person as a member of
an anti-fraud organisation or otherwise in accordance with any
arrangements made by such an organisation; or
any other processing by that person or another person of sensitive
personal data so disclosed; and

is necessary for the purposes of preventing fraud or a particular kind of
fraud.

(4) In this paragraph “an anti-fraud organisation” means any unincorporated
association, body corporate or other person which enables or facilitates any sharing of
information to prevent fraud or a particular kind of fraud or which has any of these
functions as its purpose or one of its purposes.
8

(1) The processing is necessary for medical purposes and is undertaken by:
(a)
(b)

a health professional, or
a person who in the circumstances owes a duty of confidentiality which is
equivalent to that which would arise if that person were a health professional.

(2)In this paragraph “medical purposes” includes the purposes of preventative
medicine, medical diagnosis, medical research, the provision of care and treatment
and the management of healthcare services.
9

(1) The processing:
(a)
(b)

(c)

is of sensitive personal data consisting of information as to racial or ethnic
origin,
is necessary for the purpose of identifying or keeping under review the existence
or absence of equality of opportunity or treatment between persons of different
racial or ethnic origins, with a view to enabling such equality to be promoted or
maintained, and
is carried out with appropriate safeguards for the rights and freedoms of data
subjects.
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(2)The Minister responsible may by order specify circumstances in which processing
falling within sub-paragraph (1)(a) and (b) is, or is not, to be taken for the purposes of
sub-paragraph (1)(c) to be carried out with appropriate safeguards for the rights and
freedoms of data subjects.
10

The personal data are processed in circumstances specified in an order made by the
Minister responsible for the purposes of this paragraph.
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Appendix I
COST OF WORKSHOP FOR MANAGING SEMI-CURRENT RECORDS IN ONE MDA
Summary of Costs (in Leones)
Description
Lunches/ transport
Expenses Stationeries
Renovate Storage Space
Grand Total

Amount-Leones
13,450.000
2,307.000
19,000.000
34,757.000

Lunches/ Transport
No
1.
2
3
4

Team

Days

Senior Government
Archivist
Records Manager x 4
MDA Records Staff x 7
MDA Messenger Cleaner x 3

20

100,000

2,000.000

20
20
3

50,000
50,000
50,000

4,000.000
7,000.000
450.000
13,450.000
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Rate

Amount

Stationery and Supplies
Quantity
200
2
2
1
2
12
3
6
10
10

Description
Brown Wrapping
Papers
Toner cartridge
Boxes of A4 paper
Boxes staple pins
Box Pen
Rolls of Twine
Markers
Packets of Penlot Pens
Sheets Vanguard
12 Training Certificates

Unit Price
1,200

240,000

570,000
130,000
8,000
50,000
12,000
15,000
18,000
1,200
25,000

1,140.000
260,000
8,000
100.000
144,000
45,000
108,000
12,000
250,000.

Total

2,307.000

Renovation of Storage Space and Shelving
Quantity
1

Amount

Description
In House Storage

Amount
19,000.000
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Appendix J
Open Source Products: Advantages and Disadvantages
Disadvantages
•

•
•
•
•
•
•
•
•

lack of formalised or qualified support: open source software tends to rely on its
community of users to respond to and fix problems; for this reason there is likely to be
support costs
a ‘community edition’ may be free but there is no support provided; with support the
cost is comparable to proprietary software.
still needs development and customisation
lack of technical skills to manage development, customisation and implementation
security issues: for example malicious users can potentially view it and exploit any
vulnerabilities
‘immaturity’ of some solutions
lack of certainty that the specific software will be developed/ supported in the future
may evolve more in line with developers’ wishes than the needs of the end user
can be less ‘user-friendly’ and easy to use because less attention is paid to developing
the user interface.

Advantages
•
•
•
•
•
•

generally free with lower or no upfront licenses costs, though it will still need
development at a cost
support through user groups and peer review
fewer bugs: if code is flawed, the online developer and user community can identify
and address the problem quickly
avoidance of ‘lock-in’ to a commercial vendor; not tied to vendors' timelines and costs
for upgrades
since the code is open, users can modify it or add functionality.
better at adhering to open standards than proprietary software.
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Appendix K
Threats to Servers and Server Rooms and Their Impact
Threat

Definition

Impact

Air
temperature

Room, rack, and
equipment air
temperature

Equipment failure and reduced equipment
life span from temperature above
specification and/or drastic temperature
changes

Humidity

Room and rack relative
humidity at specific
temperature and
percentage

Equipment failure from static electricity
buildup at low humidity points
Condensation formation at high humidity
points

Liquid leaks

Water or coolant leaks

Liquid damage to floors, cabling and
equipment
Indication of computer room air
conditioning unit (CRAC) problems

Human error
and personnel
access

Unintentional wrongdoing
by personnel

Equipment damage and data loss
Equipment downtime

Unauthorized and/or
forced entry into the data
center with malicious
intent

Theft and sabotage of equipment

Electrical or material fire

Equipment failure
Loss of assets and data

Smoke / Fire
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Appendix L
COSTS ESTIMATES

These costs are very rough estimates and may significantly differ from final exact costs.
HARDWARE AND SOFTWARE
Scan Station
The scan workstation for scanning of incoming documents should be a desktop PC. An ‘allin-one’ PC is preferred. There are no specific preferences for the vendor and model. The
scan station should also have a dedicated document scanner. There are no specific
preferences on the vendor and model.
Estimated cost
All-in-One computer, prices start at: $400
Document scanner, prices start at: $200
Software

The operating system is usually included in the price of the computer. The workstation
should be equipped in the scanning software. That kind of the software is usually included
with the document scanner. The purchase of Optical Character Recognition (OCR) software
should be considered to enable searching of scanned documents (PDFs). There are no
specific preferences on the vendor and version.
Estimated cost
$0 – Windows 7/8 (included in HW price)
$0 – free OCR software like TopOCR or FreeOcr
$300 - ABBYY FineReader 12 Corporate (proprietary OCR software)
Total Cost for Scan Station: $600 - $900
ERMS Costs
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The following cost estimates are for the three different solutions: distributed, centralised
and cloud services.
1

Distributed

The costs below are for just one location: MDA, local council or provincial secretary’s office.
The price assumes a SharePoint 2013 farm consisting of 1 SQL Server and 1 SharePoint
Server
Operating System
$1408 (2 x $704) - Windows Server 2012 Standard
$675 - $27 per user, 25 users
Database Server
$716 – SQL Server 2012 Standard
$4175 - $167 per user, 25 users
SharePoint Server 2013 Enterprise
$7000 - (Standard CAL + Enterprise CAL)
$3750 - $150 per user, 25 users
Total cost for Distributed, one location: $17,524
2

Centralised

The price assumes SharePoint 2013 farm consisting of 2 SQL Servers and 3 SharePoint
Servers
Operating system
$3520 (5 x $704) - Windows Server 2012 Standard
$675 - $27 per user, 25 users
Database Server
$1432 (2 x $716) – SQL Server 2012 Standard
$5175 - $167 per user, 25 users
SharePoint Server 2013 Enterprise
$21000 (3 x $7000) - (Standard CAL + Enterprise CAL)
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$3750 - $150 per user, 25 users
Total cost for Centralised: $35,522
3

Cloud services

The cloud services use a subscription service model. The prices below are for a monthly
subscription.
Office 365
Requires Enterprise E1 plan or higher, prices starting $8 per user per month ($96 per
annum)
$2400, 25 users
Fpweb.net
Prices starting at about $2000 per month ($24,000 per annum)
Total Cost for Cloud: $26,400

INSTALLATION
In total, 83 days or four months effort are estimated for implementation. This figure will
vary according to the particular requirements of the Government of Sierra Leone, the extent
to which SharePoint must be customised to meet requirements, installation costs, and the
training, documentation and monitoring needed to hand over a sustainable system.
At $1200 to $1500 a day, installation costs will be in the approximate range $100,000 to
$125,000. Flights, accommodation and subsistence costs will need to be added.
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single authority, for their preservation, utilisation and disposal; and for the repeal
of the Public Archives Act 1965, and other connected matters.
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PART I
PRELIMINARY PROVISIONS
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1.
This Act may be cited as the National Records and Archives
Act, 2012, and shall come into operation on such date as the Minister
may, by notice published in the Gazette, appoint.
2.

2.

Title and
commencement

In this Act, unless the context otherwise requires:
Interpretation

“Advisory Board” means the National Records and Archives
Advisory Board established by section 6 of this Act;
“archival repository” means a building or part of a building in
which archives are preserved and made available for
consultation;
“archives” means records of enduring value selected for
permanent preservation;
“current records” means records regularly used for the
conduct of the current business of an institution or individual;
“Department” means the National Records and Archives
Department established by section 4 of this Act;
“Director” means the Director of the National Records and
Archives Department;
“electronic records” means records communicated and
maintained by means of electronic equipment.
“government office” means any institution, body or individual
which creates, receives or maintains public records;
“heads of government offices” means the ministers or other
persons responsible for directing government offices;
‘judicial records’ means records of proceedings of a court
“Minister" means the Minister responsible for the Records
and Archives Management;
“National Archives” means the archival repository in which
archives of the public institutions of the Republic of Sierra
Leone are preserved and made available for consultation;
“private records” means records other137
than public records
as specified in the Schedule to this Act;
‘public archives’ means archives in the custody of the

National Archives
“private records” means records other than public
records as specified in the Schedule to this Act;
“public records” means the records specified in the
Schedule to this Act;
“records” means recorded information regardless of form or
medium created, received and maintained by any institution
or individual in the pursuance of its legal obligations or in the
transaction of its business and providing evidence of the
performance of those obligations or that business;
“records centre” means a building designated for the lowcost storage, maintenance and communication of semicurrent records pending their eventual disposal;
“retention and disposal schedule” means a document
describing the recurring records of an institution or an
administrative unit thereof, specifying which records should
be preserved permanently as having enduring value as
archives and authorising on a continuing basis and after the
lapse of specified retention periods or the occurrence of
specified actions or events, the disposal by destruction or
other means of the remaining records;
“semi-current records” means records required only
infrequently for the conduct of current business; for the
purposes of this Act files and other assemblies of
records on which no action has been recorded for five
years shall be regarded as semi-current records

2. 3.

- (1) any period of time specified by this Act shall run
from the first day of January in the next year after that in
which the records were created.
(2) Where records created on different dates are for
administrative purposes kept together on one file or
other assembly all the records on that file or assembly
shall be treated for the purposes of this Act as having
been created when the latest of those records was
created.

2.

4. This Act shall extend to the whole of the country in relation to records
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time

of government, parliament courts or tribunals with jurisdiction within the
Republic of Sierra Leone

PART II
THE NATIONAL RECORDS AND ARCHIVES
MANAGEMENT DEPARTMENT
2.5. - (1) There is hereby established a National Records and Archives
Department (hereafter referred to as “the Department”) for the
Republic of Sierra Leone.

Establishment
of the
Department

(2) The Department shall be responsible to the Minister, who shall be
advised by a National Records and Archives Advisory Board (hereafter
referred to as “the Advisory Board”).
(3) The department shall have an official seal which shall be judicially
noticed.
6. - (1) the department shall contribute to the efficiency, effectiveness
and economy of the Government of the Republic by:
(a) ensuring that government offices follow good practices in
managing records containing information in all media or
format, including those in electronic form;
(b) establishing records centres in the four regions for better
maintenance and provision of official access to semi current
records, one of which records centres shall meet minimum
standards of housing classified documents up to and including
secret level;
(c) establishing and implementing procedures for the timely
disposal of public records of no continuing value;
(d) advising on best practices and established standards in
record keeping in the public service;
(e) establishing and implementing procedures for the transfer
of public records of enduring value for preservation in the
National Archives or other archival repository as may have
been established under this act.
(2) The Department shall preserve and make available for consultation
public records selected for preservation in the National Archives or any
other archival repository under the control of the Director.
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Functions of the
Department

7.

- (1) The members of the Advisory Board shall be:
a. a)
a chairperson appointed by the Minister from the
members of the Board;
b. b)
the Director of National Records and Archives
Department;
c. c)
one representative each from—
i. (i) the Human Resource Management Office;
ii. (ii) the Division of Library Archives and Information
Studies, FBC, University of Sierra Leone;
iii. (iii) the Ministry of Finance;
iv. (iv) Chief Librarian, Library Board;
v. (v) Department of History and African Studies, FBC,
University of Sierra Leone;
vi. (vi) Representative from the University of the South at
Njala;
vii.
(vii)
Four members to be appointed by the
Minister who are knowledgeable in records
management or archival research or such other
experience or qualifications that would enable them
to make a useful contribution to the work of the
Advisory Board.
.

(2) The chairperson and the members referred to in paragraph 7
subsection (1) (c) shall serve for a term of three years and shall be
eligible for re-appointment for one further term.
(3) A person who has served for two terms as appointed member
shall not be precluded from being appointed chairperson
(4) The Advisory Board shall be responsible for:
a) advising the Minister on matters relating to the appraisal
and disposal, information exchange, information export,
deferment of transfer information, extended closures of
records and management of public records and archives
generally;
b) advising and supporting the Director of the National
Records and Archives department;
c) such other matters as this Act may specifically assign to it
or the minister may direct.
(5) The Advisory Board shall meet as often as it considers necessary,
but not less than once a year, and shall regulate its own meetings. The
quorum of its meetings shall be seven members.
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(6) Members of the Advisory Board shall be paid such allowances as
may be determined by the Minister in consultation with the Minister
responsible for finance.
8. The Director, on the advice of the Advisory Board shall issue a code
of practice on the management of records in the public service. This
code will set out the practices which bodies subject to the Act should
follow in relation to the creation, keeping, management and
destruction of their records.

9. - (1) There shall be a Director of the National Records and Archives
Department (hereafter referred to as “the Director”) and the office of
Director and of the other staff of the Department shall be offices in the
civil service of the republic.
(2) The Director shall, subject to such directions as may be given by
the Minister from time to time, be the principal administrative officer in
charge of the National Records and Archives and shall be the custodian
of the National Archives.
(3) Where a Director has not been appointed in terms of
subsection (1), any officer of the National Records and Archives may be
designated to discharge the functions of a Director conferred by the
provisions of this Act, and any references to "the Director" in this Act
shall be construed as a reference to such public officer.
(4) Without prejudice to the generality of subsection (2), and
subject to such directions as may be given by the Minister, the Director(a) shall direct, manage and control the National Records and Archives;
(b) shall preserve, describe and arrange all public archives;
(c) shall accept and store any public records which are transferred to the
National Archives;
(d) may, if in his opinion it is necessary for their better preservation,
bind or repair any public archives;
(e) shall examine any public records in the custody of any Ministry,
Department, or other agency of the Government and any judicial
records and advise the custodian thereof as to the creation,
management, preservation, custody and control of such public records;
(f) shall examine any public records of a prescribed body and advise it
as to the creation, management, preservation, custody and control of
such public records;
(g) may reproduce or publish such public archives as he may deem fit:
Provided that, in the case of public archives falling within paragraph (b)
of the definition of "public archives", no such reproduction or
publication shall take place without the consent of the person from
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whom such archives were acquired;
(h) may, on behalf of the Government, acquire by purchase, donation,
bequest or otherwise any private archive which in the opinion of the
Director is or is likely to be of enduring or historical value;
(i) may compile, make available and publish guides, lists, indexes and
other finding aids to public archives in the National Archives;
(j) may require to be transferred to his custody or the custodian at a
place of deposit any public records which he considers should be
housed in the National Archives or a place of deposit;
(k) may devise procedures relating to the listing, scheduling and
destruction of public records and their transfer to, or withdrawal from,
the National Archives or place of deposit;
(l) may prepare publications concerning the activities of, and the
facilities provided by, the National Archives or any place of deposit;
(m) may lend, with the consent of the Minister or the owner thereof if
the document is not owned by the Government, any record from the
National Archives or place of deposit for display at commemorative,
trade, art or international exhibition or for any other special purpose
approved by the Minister, subject to such conditions as the Minister or
the owner thereof may impose with respect to such loan;
(n) may organize programmes to collect and preserve oral culture and
traditions;
(o) may perform such other functions as are necessary for the purpose
of the direction, management and control of the National Records and
Archives; and
(p) may, subject to the provisions of this Act, delegate any of his powers
and duties under this Act.
(3) Within six months after the end of each fiscal year the Director shall
submit to the Minister a report on the activities of the Department
during that year, which shall be published.
(4) The Director and any person acting on his behalf or under his
direction who requires to have access to or custody of public records
which are classified as confidential or secret shall satisfy any security
requirements applicable to, and take any oath of secrecy required to be
taken by, persons who normally have access to such public records.

Responsibility of
heads of government
offices for current

PART III
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RESPONSIBILITIES FOR PUBLIC RECORDS

records

11. Heads of public offices shall be responsible for creating
and maintaining adequate documentation of the functions
and activities of their respective public offices through the
establishment of good records keeping practices,
including:
(a) creating and managing current records within
appropriate filing systems, whether paper,
electronic of in any other form;
(b) drafting with the Director retention and disposal
schedules relating to records specific to each public
office;
(c) implementing retention and disposal schedules
issued in accordance with subsections 11 (d) and (e)
of this Act:
(d) transferring semi-current records into the
custody of the Director, except insofar as they may
remain classified as confidential or secret on
grounds of:
(i) national security;
(ii) maintenance of public order;
(iii) safeguarding the revenue; or
(iv) protection of personal privacy;
and deferment of their transfer for a further
specified period has been approved by the Minister
by regulation under section 30 of this Act.
12. The Director shall be responsible for the oversight of
record keeping practices within government offices, with
powers of inspection, and in particular for:
(a) providing professional assistance, advice and guidance
on the establishment and management of filing systems in
whatever form;
(b) establishing and ensuring compliance with standards
for the management of public records;
(c) making arrangements for the necessary training of
records records staff in public offices;
(d) drawing up general retention and disposal schedules
for approval and issue by the Minister, which schedules
shall be sufficient authority for taking the action specified
at the due date;
e. agreeing with the heads of government offices
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retention and disposal schedules relating to
records specific to each such office for approval
and issue by the Minister, which schedules shall be
sufficient authority for taking the action specified
at the due date;
(f) ensuring that the provisions of retention and disposal
schedules are implemented;
(g) authorising the disposal of public records other than as
provided for by retention and disposal schedules.
13. Heads of government offices shall be responsible for
co‑operation with the Director in the management of
semi-current records and in particular for:

Responsibility of
heads of
government
offices for semicurrent records

(a) maintaining the integrity of all semi-current records
returned temporarily under subsection 13 (b) of this Act;
(b)
approving access by third parties, other than
authorised personnel of the Department and of the
government office which created them or its successor in
function, or as provided for in subsection 17 (4) of this Act,
to semi-current records in the custody of the Director;
(c) maintaining semi-current records whose transfer has
been deferred under subsection 8 (d) of this Act in
conditions comparable to those provided by the director in
records centres under his control;
(d)
implementing retention and disposal schedules
relating to semi-current records whose transfer has been
deferred under subsection 10 (d) of this Act and
transferring records of enduring value into the custody of
the Director or to such other place of deposit as may have
been appointed under section 16 of this Act not later than
fifteen years from their creation, except insofar as further
deferment of transfer for a specified period may have
been approved by regulation made in accordance with
section 31 of this Act.
14.
The Director shall accept custody of semi-current
records which have been scheduled for further retention
and shall in particular:
(a) maintain such records within a records centre and
provide therein:
(b) separate and secure storage accommodation for the
maintenance of semi-current records which are classified
as confidential or secret;
(c) maintain facilities for the consultation of semi-current
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records by duly authorised officers of the government
office which created them or its successor in function;
(d) return semi-current records temporarily from his
custody to the government office which created them or
to its successor in function for the purposes of current
administration;
(e) implement retention and disposal schedules in respect
of semi-current records in his custody;
(f) appraise and dispose appropriately of semi-current
records which are in his custody and are not covered by
disposal schedules;
(g) arrange the transfer of records of enduring value into
his custody or to such other place of deposit as may have
been appointed under section 16 of this Act not later than
twenty years after their creation;
(h) inspect and advise the Minister on the suitability of
premises in which it is proposed that records whose
transfer has been deferred under subsection 10 (d) above
should be held.
15. - (1) The Director shall be responsible for the
preservation of all public records of enduring value other
than any whose transfer may have been deferred under
subsection 10 (d) of this Act or which are held in a place of
deposit appointed under section 16 of this Act, and shall in
particular:
(a) take charge of the National Archives;
(b) provide therein and in any other archival repositories
under his control suitable conditions for the preservation
and consultation of their holdings;
(c) arrange and describe those holdings and provide
appropriate guides, lists, indexes and other finding aids to
facilitate access to them;
(d) ensure that reasonable facilities are available to the
public for inspecting and obtaining copies of public records
in the National Archives or any other archival repository
under his control, insofar as such records are open to
inspection under section 16 of this Act;
(e) ensure that reasonable facilities are available to duly
authorised officers of the government office which created
them or its successor in function for inspecting and
obtaining copies of public records in the National Archives
or any other archival repository under his control.
(2) The Director may do all such things as appear to him
necessary or expedient for maintaining the utility of the
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National Archives and any other archival repository under
his control, and may in particular:
(a) prepare publications, and sell them and other
publications or objects related to the public records;
(b) prescribe rules to be observed by those wishing to
consult public records in the National Archives or any
other archival repository under his control;
(c) arrange exhibitions and lend public records for
exhibitions elsewhere subject to conditions which he may
specify, except that loans outside the republic may not be
made without the assent of the minister on the advice of
the Advisory Board;
(d) dispose of public records in his custody if it seems to
him that they are not of enduring value, subject to the
agreement of the head of the government office in which
they were created or its successor in function and of the
Minister on the advice of the Advisory Board;
(e) accept private records for safekeeping and acquire
private records by gift, bequest or deposit;
(f) enter into arrangements with other institutions for the
joint management of conservation and restoration,
reprographic or other technical facilities.
16. - (1) The Director shall establish a network of branch
offices of the Department, each serving one region of the
Republic. The head of each such branch office shall be
responsible to the Director for implementing the general
policy of the Minister in respect of regional and local
government records in the region which that branch office
serves.
(2) In respect of public records created, received and
maintained in government offices in the regions the
responsibilities set out under sections 10 and 12 of this Act
shall be those of the heads of such government offices and
the responsibilities set out under sections 11, 13 and 14
shall be those of the head of the branch office of the
Department.
(3) Records centres and archival repositories established
in the regions shall be regarded as being under the control
of the Director of the National Records and Archives
Department and the public records therein as being in his
custody for the purposes of this act.
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(4) Where there is no archival repository within the
regions served by a branch office of the Department, the
Director may direct the transfer of archives to the National
Archives or to any other archival repository under his
control until such time as an archival repository to serve
those regions may be established.
17. - (1) Where it appears to the Minister on the advice
of the Advisory Board that a place other than the National
Archives or another archival repository under the control
of the Director:
(a) affords suitable facilities for the safekeeping and
preservation of public records of permanent value and for
their consultation by the public; and
(b) is adequately and independently funded for those
purposes; he may appoint it as a place of deposit for
specified public records.
(2) Before the Minister makes such an appointment, and
periodically thereafter, the Director shall inspect the
proposed place of deposit and report to the Minister and
the Advisory Board on its suitability.
(3) The authority responsible for the public records in a
place of deposit shall prepare finding aids to those records
and submit copies to the Director.
(4) If a place of deposit fails to maintain suitable facilities
or to submit copies of its finding aids, the place of deposit
will be required by the Minister to meet standards as set
by the Director. After an agreed period, if the standards
are still not met, legal action will be considered.
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PART IV
ACCESS TO PUBLIC RECORDS

18. - (1) Subject to any written law prohibiting or limiting
the disclosure of information in any public record, public
records in the National Archives, in any other archival
repository under the control of the Director or in a place of
deposit appointed under section 16 of this Act shall be
available for public inspection after the expiration of a
period of fifteen years from their creation, calculated as
prescribed in section 4 (2) of this act, except insofar as a
longer or shorter period may have been prescribed by the
Minister by regulation made in accordance with section 31
of this Act at the request of the Minister or other head of
the government office which created the records or its
successor in function.
(2) At the expiration of the period of fifteen years
prescribed in subsection (1) any records which have been
classified as confidential or secret shall cease to be so
classified and to be subject to the Official Secrets Act 1911,
except insofar as they may fall into the categories specified
in subsection (3) and a longer period than fifteen years has
been prescribed under subsection (1).
(3) A longer period than fifteen years may be prescribed
under subsection (1) only when there is a continuing need to
restrict public access on grounds of
(i) national security;
(ii) maintenance of public order;
(iii) safeguarding the revenue; or
(iv) protection of the privacy of living individuals.
(4) Public records to which members of the public had
access before transfer into the custody of the Director or to
a place of deposit appointed under section 16 above shall
continue to be open to public inspection irrespective of their
age.
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PART V
FINANCIAL PROVISIONS

19. The administrative expenses of the Department shall be a
charge on the Consolidated Fund.

Administrative
expenses

20. The funds of the Department shall include:
Funds

(a) any sums which may be appropriated by Parliament for the
purposes of the Department;
(b) any sums which may be payable to the Department by way
of donations, gifts or bequests;
(c) any sums which may accrue to the Department by way of
sales, fees or other payments for services.
21. Fees may be charged for the supply of copies, the
certification of copies, the consultation of records and the
provision of other services by the staff of the Department. Such
fees shall be prescribed by regulation made in accordance with
section 31 of this Act, which regulation may authorise the
remission or reduction of the fees in prescribed cases.
22. - (1) The Director shall cause to be kept proper books of
accounts and records in respect of the receipt and expenditure
of funds accruing to the Department.

Fees

Accounts and audit

(2) The books and accounts of the Department shall be audited
each year by the Auditor General.
23. Not later than six months before the beginning of each
fiscal year the Director shall submit to the Ministry responsible
for finance detailed estimates of the revenue and expenditure
of the department for the next financial year.
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PART VI
OFFENCES AND PENALTIES

24. (1) Any person who removes any public record from a public
office without proper authorisation or who destroys any public
record except as provided for in sections 10 to 14 of this Act
who willfully mutilates any public record in a public office, in the
National Archives or any other archival repository under the
control of the Director or in a place of deposit appointed under
section 16 of this Act, commits an offence and is liable on
summary conviction to a fine not exceeding five million Leones
or to imprisonment for a term not exceeding twelve months or
to both such imprisonment and fine.

Unauthorised
removal or
destruction or
wilful mutilation of
public records

(2) Any public record which has been removed without proper
authorisation in the past or may be so removed in the future
and which remains within the jurisdiction of the courts of the
Republic may be reclaimed by the government office in which it
was created or by its successor in function or, in respect of
public records over thirty years old, by the Department.

25. A person who without reasonable cause denies access to
public records to an officer duly authorised by the Director
commits an offence and is liable on summary conviction to a
fine not exceeding oneLe1 million Leones or to imprisonment
for a term not exceeding six6 months or to both.

26. Any person who contravenes the provisions of section 29 of
this Act, commits an offence and shall be liable on summary
conviction to a fine of five million Leones or to imprisonment for
a term not exceeding twelve months or to both such
imprisonment and fine and the records or documents shall be
put at the disposal of the Director, who may take them into his
custody, whereupon the provisions of this Act relating to public
records shall have effect on any which are not already public
records.
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PART VII
LEGAL PROVISIONS

27. - (1) The legal validity of any public record shall not be
affected by its removal under the provisions of this Act to the
custody of the Director or to a place of deposit appointed
under section 16 of this Act.

Legal validity

(2) a copy of or extract from a public record in the custody of
the Director examined and certified as a true and authentic
copy by an officer authorised by him and bearing the seal of
the Department shall be admissible as evidence in any
proceedings without any further or other proof thereof if the
original record would have been admissible as evidence in
those proceedings.
28. - (1) In making available for inspection or providing copies
of public records in his custody the Director shall not be in
breach of any private copyrights therein.
(2) The provision of copies of public records by the Director
does not involve the transfer of any copyrights therein to the
recipients.
(3) The publication of facsimile copies, verbatim transcripts or
literal translations of public records in the custody of the
Director in which copyright of the Government of the Republic
subsists is prohibited except with the consent of the Director
and subject to such conditions as he may require and to the
payment of such fees as may be prescribed by regulation
made in accordance with section 20 of this Act.
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PART VIII
MISCELLANEOUS PROVISIONS

29. - (1) Government offices shall deposit in the National
Archives two copies of every publication which they issue.

Statutory deposits

(2) Nothing in this Act shall abrogate any existing right of the
Director to receive records under any other provision for
statutory deposit.
30. - (1) Where it appears to the Minister that any private
records, or any part of them, are of national importance, and
that it is in the public interest that they be acquired, he may,
after consultation with the owner of the private records and
subject to the following provisions of this section, acquire them,
or any part of them, and declare them to be public records,
whereupon the provisions of this Act relating to public records
shall have effect.

Private records

(2) The state shall, after consultation with the Minister
responsible for finance, pay full and fair compensation in
respect of the private records so acquired after consultation
with the owner of the private records acquired.
3.

(3)
The amount of compensation shall be payable in
such manner and in such instalments as shall be
determined by the Minister responsible for finance after
consultation with the person entitled to that
compensation.

(4) The compensation shall constitute a charge on and be paid
out of the Consolidated Fund.
31. - (1) the export from the Republic of public or private
records which relate to Sierra Leone and are of historical value
is prohibited except in accordance with the terms of a licence to
export issued by the Director with the approval of the Minister.
(2) A licence issued under the provisions of subsection (1) shall
specify each document to which the licence relates and contain
such conditions as the Director may prescribe.
(3) For the purposes of this section the Director may establish a
register of private records and archives within the Republic of
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Sierra Leone.
(4) A person who contravenes subsection (1) of this section
commits an offence and is liable on summary conviction to a
fine not exceeding sixLe 6 million Leones or as may be
determined by the value of the records and there shall be
ordered by the court, a return of the records involved in the
commission of the offence; and where he fails to return the
records he shall be liable to imprisonment for a term not
exceeding one year or to both.
32. All regulations prescribed under this Act shall be issued by
the Minister on the submission of the Director and on the
advice of the Advisory Board.

Regulations

33. Records and other materials in the custody of the Director
on the day before the coming into operation of this Act are
hereby transferred to his custody subject to any terms and
conditions that were applicable to those records and other
materials on that day.

Transitional
provisions for
records in the
National Archives

34. The Director may defer the acceptance of transfers of
semi‑current records and archives into his custody if
accommodation for them is not available or other arrangements
for their reception cannot be made.

Deferment of
transfer

35. - (1) The Public Archives Act 1965 and any rules and
regulations made thereunder are hereby repealed, saving that
any rules made under the Public Archives Act 1965, in force at
the time of coming into operation of this Act shall continue in
force until superseded by retention and disposal schedules
issued under paragraphs (d) and (e) of section 11 of this Act.

Repeals,
amendments and
savings

(2) All references in other Acts and regulations to the National
Archives of the Republic or to the Director shall be construed as
applying to the National Records and Archives Department or to
the Director thereof and all references to the Public Archives Act
1965, shall be construed as referring to this Act.
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SCHEDULE

Save for the records of the [Public Trustee or of the Administrator-General]
which relate to individual trusts or estates, the following are public records:
1. The records and archives belonging to the state created, received and
maintained:
(a) in the offices of the President and of the Cabinet;
(b) by any ministry, department, agency, commission, committee,
office or other body under the Government or by the Minister or any
other officer or employee thereof;
(c) by any post representing the Government of the Republic of Sierra
Leone outside the country or any officer serving in such a post;
(d) by any formation or unit of the armed forces of Sierra Leone or any
officer of such a formation or unit;
(e) by the Parliament or Electoral Commission or any committee or
officer thereof;
(f) by the High Court or any other court or tribunal with jurisdiction
within the Republic or by any judge, magistrate or other officer of such
a court;
(g) by any regional, district, municipal or other local authority or
officer thereof;
(h) by any predecessor or successor of any of the institutions, bodies
or individuals designated in (a) - (g) above;
(i) by any other body or individual so designated by the Minister by
regulation made in accordance with section 31 of this Act.
2. All public archives within the meaning of the Public Archives Act 1965 in
the custody of the National Archives of the Republic, including its regional
offices, at the time of coming into operation of this Act.
3. Any private records:
(a) taken into the custody of the Director under the provisions of
section 25 of this Act;
(b) acquired under the provisions of section 28 of this Act.
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Appendix N
Draft Records Management Policy
1

Effective Date

This Policy takes effect on 1 January 20xx.

2

Application

This Policy applies to all public bodies of the Republic of Sierra Leone subject to the Public
Archives Act 1965 [or new Act if passed].

3

Authority

This Policy is issued under the authority of the Secretary to the Cabinet and Head of the Civil
Service who is charged by paragraph 68 (3) (c) of the Constitution of Sierra Leone to coordinate and supervise the work of all administrative heads of ministries and departments in
the public service. The Secretary to the Cabinet and Head of the Civil Service has the
authority to issue directions and standards concerning records management roles and
responsibilities to support this Policy. Additional mandatory requirements will be
developed as required.

4

Context

Authentic and reliable records document the activities of public entities and enable them to
provide evidence of their decisions and actions. Well-managed records enable public
entities to hold themselves accountable and to be accountable to citizens, stakeholders,
clients and partners. They are the basis for transparency.
Records that are complete and accurate serve as an important source of information to
support decision-making, the conduct of programmes and services, management reporting,
the analysis of trends, and reviews and audit. Records are also essential to capture the
corporate and national memory, to provide continuity and to preserve knowledge.
All employees of public entities are responsible for documenting their activities and
decisions and for applying records management principles, standards and practices in the
performance of their duties.
Permanent Secretaries and the equivalent administrative heads of public entities are
accountable to the Secretary to the Cabinet and Head of the Civil Service for the effective
and well-coordinated management of records throughout their ministries. Heads of
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Departments and Agencies are responsible to the Permanent Secretary of their respective
Ministries.
5

Definitions

Definitions to be used in the interpretation of this Policy are described in Annex A.

6

Policy Statement

The objective of this Policy is to achieve the efficient and effective management of public
records and judicial records, regardless of the format, to support programme and service
delivery; foster informed decision making; facilitate accountability and collaboration;
promote public access to information; and preserve and ensure access to reliable public
records and judicial records for the benefit of present and future generations.
The objectives are that:
•

Public entities provide convenient access to relevant, reliable, comprehensive and
timely information contained in the records under their control.

•

Public records and judicial records are managed as valuable assets to support the
outcomes of programmes and services, as well as operational needs and
accountabilities.

•

Governance structures, mechanisms and resources are in place to ensure the
continuous and effective management of public records and judicial records.

•

Public entities are able to comply with the Right to Access to Information Act 2013.

7

Policy Requirements

Permanent Secretaries and heads of public entities that do not come under the control of
Permanent Secretaries are responsible for:
•

Ensuring that the programmes and services carried out in their ministries,
departments and agencies take account of records management requirements in all
planning, development, implementation, evaluation and reporting activities.

•

Ensuring that decisions and decision-making processes are documented to account for
and support the continuity of operations; permit the reconstruction of policy and
programme evolution; and allow for independent evaluation, audit and review.

•

Ensuring that records are shared within and across ministries, departments and public
entities to the greatest extent possible, while respecting security and privacy
requirements.
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•

Ensuring the continued completeness, authenticity and quality of public records and
judicial records for as long as they are required to meet operational needs and
accountabilities.

•

Designating a senior official to represent the ministry or head of the department or
agency for the purposes of the Policy.

•

Establishing, measuring and reporting on a strategy and programme for the
improvement of records management.

8

Monitoring and Reporting

•

Permanent secretaries and heads of departments and public entities are responsible
for monitoring adherence to this Policy. They are responsible for ensuring that
appropriate remedial action is taken to address any deficiencies in records and
information management in their organisations.

•

The Secretary to the Cabinet will monitor compliance with all aspects of this Policy
and the achievement of expected results based on ministry-level reports, results of
audits, evaluations and studies, in addition to working directly with departments and
agencies.

•

The Secretary to the Cabinet will review this Policy, its associated directives and
standards, and their effectiveness within five years of the date that this policy comes
into effect (or earlier for certain directives and standards).

•

Consequences of non-compliance can include informal follow-ups and requests from
the Cabinet Office, external audits or formal direction on corrective measures.

9

Responsibilities of Central Authorities

The Secretary to the Cabinet and Head of the Civil Service, through the Records and
Archives Department:
•

Provides interpretive advice on this Policy.

•

Develops and promotes, in consultation with other ministries, departments and
agencies, directives, standards, good-practice guidelines, tools and procedures that
achieve the goals and expected results of this Policy.

•

Provides direction and assistance on the management of public records and judicial
records for the Government of Sierra Leone.

•

Acquires, preserves, makes known and facilitates access to the documentary heritage
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of Sierra Leone in accordance with legislative requirements.
•

Identifies, selects, acquires and preserves public records and judicial records, as
defined in the Public Archives Act 1965 [or new Act if passed], in all media considered
to be of enduring value to Sierra Leone as documentary heritage.

•

Issues records retention and disposal authorities, pursuant to the Public Archives Act
1965 [and revisions], to enable ministries, departments and agencies to carry out the
necessary retention and disposition of their records.

•

Manages and protects the vital records and less frequently referenced material of
government ministries, departments and agencies.

•

Promotes the development of records management capacity and practices.

•

Develops competency and other professional standards for records management
specialists as required.

The Public Archives Committee, established pursuant to the Public Archives Act 1965 [and
revisions], is responsible for making recommendations to the Minister responsible for the
administration of public records and archives on the following matters:
•

The retention or destruction of public records and judicial records.

•

The transfer of public records and judicial records to the Public Archives.

•

The conditions and restrictions, if any, upon which any public records or public
archives may be inspected or published.

•

Any other matters that may be prescribed.
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Annex A
Definitions
Public Records
Public records means any records or documents, other than judicial records, drawn up for
the purpose of, or used during, the conduct of affairs of any kind of the Government which
— (a) are in the custody of any person or Ministry, Department or Agency; or (b) have been
transferred to the Public Archives, and includes not only written records but records
conveying information by any means whatsoever.

Judicial Records
Judicial records means all records of proceedings of a court and all records, documents or
books that:
a) are in the custody of any court or of any officer of any court in his or her capacity as
such
b) have been transferred to the Government Archives

Public Archives
Public Archives are: all public records and judicial records which are more than thirty years
old; are specified by the Public Archives Committee as being of enduring or historical value
and worthy of permanent preservation; and have been transferred to the Public Archives; or
any document, book or other material acquired for the Public Archives by the Government
Archivist under the Public Archives Act 1965 [and revisions].

Public Entity
Any organisation including Ministries, Department and Agencies whose work is part of the
process of government or is funded in whole or in part by the public finances of the Republic
of Sierra Leone.
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Appendix O

Services of the National Archives
Selection/ Acquisition
National Archives acquire the majority of their records from central government departments, but
typically have wider remits, including the acquisition of local authority, private and business records,
the records of national organisations such as cultural, religious and sporting organization, as well as
copies of records from overseas. Normally, only a tiny proportion of the records which are created
by Government are selected for permanent preservation, nowadays between about one and three
per cent.
The National Archives should have a high level acquisition policy dealing with ‘collection
development’, coupled with detailed operational selection policies.

Processing
Archival processing involves all the steps needed to document acquisitions, to put the
documents into good order and to place them in storage. These steps include:
•
•
•
•
•
•
•
•

the physical transfer of the documents to the archives
cleaning
preliminary review and sorting
flagging records that have privacy or national security classification
classification
producing high-level descriptions
packing the material
moving the documents into storage.

To undertake processing, the National Archives will need a large ‘quarantine’ to hold incoming
records awaiting cleaning and large sorting and processing areas

Preservation
Preservation comprises two separate activities: storage and physical conservation.
Storage involves packing the material into appropriate containers (normally made from
acid-free material or appropriate polymers) and then storing the material in a building
which provides appropriate levels of protection against fire, theft, excessive heat or
humidity, dust and other forms of pollution. Details of suitable standards are given in the
British Standard, PD 5454: 2012: Guide for the Storage and Exhibition of Archival Materials.
160

The recommendations in PD 5454:2012 have been designed ‘to help create and maintain
appropriate conditions for document storage and use, and to enable a repository for
archives to be built or converted to a high standard’.

Digital Preservation and Digitisation
Digital preservation is the series of managed activities necessary to ensure continued access to
digital records for as long as necessary. Increasingly, governments are creating their documents
electronically and Archives need to put in place processes to ensure their long-term survival. There
is a large amount of documentation on this subject. [cite IRMT module] Considerable effort has
been made internationally to develop standards and certification methods for the development and
management of what have become known as ‘trusted digital repositories’ (TDRs) to provide reliable,
long-term access to managed digital resources. The new National Archives building will need to
include the infrastructure for a trusted digital repository, whether or not a TDR is immediately
brought into operation.

Digital preservation should be distinguished from ‘digitisation’, that is, the digitization of
paper records and the storage of the digitized images, with appropriate metadata, in an
accessible database or ‘image delivery’ system. Increasingly, archives are moving away from
a model in which readers visit reading rooms to consult files and papers, to one in which
digital images of documents are delivered across the internet. The new building will need to
include a dedicated processing area with scanning equipment.

Conservation
Conservation is focused on providing suitable environmental and storage conditions for the records
including air conditioning, and appropriate packing materials and protection against mould and
insect damage. It also involves undertaking any physical repairs to documents which are needed to
ensure their long-term survival. The National Archives will need to have facilities, equipment and
trained staff to undertake physical conservation, as well as storage areas to hold conservation and
packaging supplies. As noted under Processing, there will need to be an area and specialised
equipment for treating incoming records that may be subject to mould and insect infestation.

Cataloguing
Cataloguing is essential to the process of managing the collections, providing access to them
and delivering documents to users. There are standard templates for archival cataloguing.
The most widely used is ISAD(G): General International Standard Archival Description
(second edition 2000) published by the International Council on Archives. Normally,
cataloguing is done using a standard archival cataloguing product. Alternatively, a standard
database product such as Oracle or SQL Server can be configured to hold catalogue data.
Increasingly, archives are delivered online, with images of the records linked to catalogue
records in a database.
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Cataloguing is a core activity for a National Archives and at least [five] staff members will
need to be dedicated to this task at any one time. They will need a storage area near to
their work stations where archives undergoing cataloguing can be housed.
In addition to cataloguing, the National Archives is likely to be engaged in producing other forms of
finding aids, such as guides, as well as conducting research into historical topics.

Access
Access (or reference services) comprises those activities relating to the delivery of records to users,
including government users and members of the public. In terms of building requirements, this will
involve at least the following:
•
•
•
•
•
•
•

a service and enquiry desk
a ‘search room’ or ‘reading room’
a reference area where catalogues and finding aids can be consulted
a holding area for records being delivered or held on reserve
special areas where fragile and large format records can be consulted
microfilm readers
a photocopying service.

Outreach and Education
Outreach and education programmes that promote the National Archives within Government and to
civic society, private business, universities, schools, media and other groups.
Facilities and space will be needed to host visitors and groups. These facilities could also be used for
training and to hold meetings and functions.

Records Management
Most activities in relation to records management will take place in MDAs, the Records Centre or the
processing areas. However, the records management function also involves, for example, strategic
planning and policy development, development of standards and guidelines for records
management, and evaluation of content management systems/ EDRMS in consultation with the
Archives own IT services.

IT Services
The National Archives will need an internal network for its staff and a website to provide a range of
services to users, including delivery of online catalogues and digital images of documents.
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Appendix P
Records and Archives Department Organisation Structure: Table 1

DIRECTOR
RECORDS STAFF IN
MDAs?
FINANCE
ADMINISTRATION
STAFFING

DEPUTY DIRECTOR

DEPUTY DIRECTOR

CURRENT RECORDS
DIVISION

SEMI CURRENT RECORDS
AND ARCHIVES DIVISION

REGIONAL
RECORDS
MANAGEMENT
UNITS

RECORDS MANAGEMENT
TRAINING UNIT

•

•
•
•

Training for Department
and MDA records staff
and records users –
paper and electronic
records management
Basic and more detailed
training
Sensitisation for senior
officers
Trainers at CSC

RECORDS
MANAGEMENT
ADVISORY AND
INSPECTION UNIT

•

•

•

Restructuring MDA
record-keeping
systems
Advice on good
practice in data,
information and
records
management
Inspection and
monitoring

NATIONAL RECORDS
CENTRE

NATIONAL
ARCHIVES

•
•

•
•

Storage
of semi current
records (paper
and digital)
Appraisal
Transfer
to Archives or
destruction

•

•
•
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•
•

Preservat
ion of records of
enduring value
made available
to public
Accession
ing, cataloguing,
indexing, guides
Preservat
ion
Trusted
digital
repository
Research
Outreach

Appendix P
Records and Archives Department: Organisation Structure (Year 1): Table 2

DIRECTOR
FINANCE
ADMINISTRATION
STAFFING

DEPUTY DIRECTOR

DEPUTY DIRECTOR

RECORDS
MANAGEMENT

COLLECTIONS

REGIONAL
RECORDS
MANAGEMENT
UNITS

RECORDS MANAGEMENT
AND IT TRAINING UNIT
•
•

Head of Training
Head of IT Services

RECORDS
MANAGEMENT
ADVISORY AND
INSPECTION UNIT
•

•
•

Head of
Information
Management,
Policy & Practice
Head of Records
Management Team
Records Officers in
MDAs

NATIONAL RECORDS
CENTRE
•

Head of
Records Centre

NATIONAL
ARCHIVES
•
•
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Head of
Cataloguing
Head of
Conservation

Appendix P
Records and Archives Department: Organisation Structure (Year 3): Table 3

DIRECTOR
FINANCE
ADMINISTRATION
STAFFING

DEPUTY DIRECTOR

DEPUTY DIRECTOR

DEPUTY DIRECTOR

RECORDS MANAGEMENT

COLLECTIONS

TECHNOLOGY

REGIONAL RECORDS
MANAGEMENT
UNITS

RECORDS MANAGEMENT
TRAINING UNIT
•

Head of Training

RECORDS
MANAGEMENT
ADVISORY AND
INSPECTION UNIT
•

•
•

Head of Information
Management, Policy
& Practice
Head of Records
Management Team
Records Officers in
MDAs

NATIONAL RECORDS
CENTRE

NATIONAL
ARCHIVES

IT SERVICES
•

•

Head of Records
Centre

•
•
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Head of
Cataloguing
Head of
Conservation

•

Head of IT
Services
Website
Manager

DIGITISATION
•
•

Head of
Digitisation
Digitisation &
Digital
Preservation
Officer

Appendix P
Records and Archives Department: Organisation Structure (Year 5): Table 4

DIRECTOR (G13)
FINANCE
ADMINISTRATION
STAFFING

DEPUTY DIRECTOR
(G11)

DEPUTY DIRECTOR
(G11)

DEPUTY DIRECTOR
(G11)

RECORDS MANAGEMENT

COLLECTIONS

TECHNOLOGY

REGIONAL RECORDS
MANAGEMENT
UNITS

RECORDS MANAGEMENT
TRAINING UNIT
•
•

Head of Training (G10)
Training Officers (G9 &
G8)

RECORDS
MANAGEMENT
ADVISORY AND
INSPECTION UNIT
•

•

•

Head of Information
Management, Policy
& Practice (G10)
Head of Records
Management Team
(G10)
Records Officers in
MDAs (G9)

NATIONAL RECORDS
CENTRE

NATIONAL
ARCHIVES

IT SERVICES
•

•

Head of Records
Centre (G10)

•

•

•
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Head of
Cataloguing
(G10)
Head of
Conservation
(G10)
Head of
Outreach &
Education (G10)

•

Head of IT
Services (G10)
Website
Manager (G9)

DIGITISATION
•

•
•

Head of
Digitisation
(G10)
Digitisation
Officer (G9)
Digital
Preservation
Officer (G9)
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Appendix Q

Proposed Job Descriptions for National Records and Archives Staff
1

Director, National Records and Archives Department

The Director is responsible for leading, guiding and managing the strategic development of the
National Archives and providing advice and guidance to the Government public institutions of Sierra
Leone on records, information, archives and historical issues.
Reports to
National Records and Archives Advisory Board and line government agency.

Responsibilities
•

Develops strategies and policies to ensure the effective leadership and management of the
National Archives and the Records and Archives Department.

•

Liaises with relevant government institutions on the implementation and application of the
Right of Access to Information Act and the Open Government Partnership, and advises on
matters relating to information and records management.

•

Manages the operations of the Records and Archives Department. This includes:
◊
◊
◊
◊
◊

◊

determining the selection and disposition of records
receiving, preserving and making available the holdings of the National Archives, subject to
any access restrictions
providing guidance and assistance to government and public institutions on the
management of records in relation to international good practice standards
providing a transfer and access service for semi-current records of government and public
institutions
developing and overseeing outreach programmes that promote the National Archives within
Government and to civic society, private business, universities, schools, media and
other groups
directing the development of an effective communications system including intranet and
website.

•

Manages the budget of the Records and Archives Department

•

Manages the staff of the Records and Archives Department including the recruitment of
necessary staff; direct line management of deputy directors and oversight of all other staff

•

Participates in government initiatives, particularly those relating to information and cultural
and historical issues

•

Reports to head of line ministry and the National Records and Archives Advisory Board
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•

Develops cultural and historical programmes

•

Promotes a awareness of Sierra Leone’s history.

Knowledge and Experience
•

The Director must be an internationally recognized expert with a broad experience of
managing archives and recorded information, or

•

He/ she must have:
◊
◊
◊
◊
◊
◊
◊
◊
◊
◊

An ability to promote the interests, initiatives and programmes of the National Archives
within the Republic of Sierra Leone, the Region and internationally
Understanding of archival theory and principles
Understanding of records management theory and principles
Awareness of current issues in archives and records management, including the application
of information technology to archives, records and content management
Awareness of information technology issues relating to archives and records management,
including digitization and digital preservation
Experience of managing professional, technical and administrative staff
Experience of budget management
Awareness of historical issues
Ability to develop archival strategies, policies and procedures to international standards
Ability to communicate effectively with government, department heads, senior managers,
auditors, media, private donors, researchers, archive staff, professional colleagues and
other stakeholders.

Skills

•
•
•
•

Strong leadership skills
Excellent personnel management skills
Results driven
Ability to implement organisational change
Excellent written and verbal communication skills.

2

Deputy Director, Records Management

•

The Director of Records Management is responsible for providing advice and guidance to
government on the management of records in paper and digital format. He/she takes a
leading role in strategic planning and policy development for records and information
management across government and oversees the transfer of records to the National
Archives. He/she works closely with the Director of Technology in relation to the
preservation and transfer of digital records.
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Reports to
Director

Responsibilities
•

•
•
•
•
•
•
•
•

Undertakes strategic planning and policy development for records management in
consultation with other public sector stakeholders, including senior officials responsible for
ICT and Right of Access to Information
Provides records management advice to government and public institutions
Develops written or oral presentations related to records management and preservation.
Manages the selection and acquisition of records from government, public institutions and the
private sector
Oversees the development and maintenance of appropriate records management systems for
paper and electronic records
Oversees the development and implementation of records management training programmes
as necessary
Manages other records management staff and assist them to develop appropriate knowledge
and skills
Advises the Director on budgetary matters relating to records management
Devises and maintains quality control and compliance procedures for records management

Knowledge and Qualifications
•
•
•
•
•
•
•
•
•
•

Experienced records manager or archivist
Good experience of records selection methodologies and techniques
Knowledge of current records management issues, particularly those relating to electronic
records
Internationally recognised postgraduate qualification in archives and records management or
a closely related profession
Good knowledge of the history of Sierra Leone and the context in which records were created
Experience of managing staff
Experience of managing projects
Experience of budget planning and management
Knowledge of office automation systems and specialist software applications for records
management
Knowledge of access to information issues.

Skills
•
•
•
•
•
•

Strong leadership and planning skills
Results driven
Ability to implement organisational change
Excellent written and verbal communication skills
Self motivated and able to work independently
Ability to work collaboratively with others
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2.1 Head of Records Management Team
The Head of Records Management is responsible for managing a team of Records Officers assigned
to MDAs who advice on records management issues, oversee practical interventions to improve
records and information management and manage the transfer of records to the National Archives.
He/she will be directly involved in the development of acquisition and selection policies for the
National Archives as well as the development of standards and guidelines for records management.
Reports to
Deputy Director, Records Management.

Responsibilities
•
•
•
•
•
•
•
•
•

Provides records management advice to government including in relation to records
retention, retrieval and disposition
Develops acquisition and selection policies
Manage a team of Government Records Officers
Identifies and provides the technical assistance necessary for government agencies to create,
maintain, preserve and access electronic records.
Develops and oversee corporate record retention and disposition schedules
Determine record management infrastructure solutions
Assesses records management training needs and oversee the development of training
programmes and training delivery
Conducts periodic audits to ensure compliance with records management policies, procedures
and external regulations
Develops written or oral presentations related to records management and preservation.

Knowledge and Qualifications
•
•
•
•
•
•
•
•
•

Experience of developing records policies and procedures
Experience of managing a records management service
Experience of managing staff
Experience of project management
Experience of managing electronic records
Familiarity with office automation systems and specialist software applications for records
management
Knowledge of hardware and software used for electronic document management systems,
web sites, imaging systems and desktop applications
Good knowledge of the history of Sierra Leone and the context in which records were created
Internationally recognised postgraduate qualification in archives and records management or
a closely related profession.
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Skills
•
•
•
•
•
•

Strong leadership skills
Excellent written and verbal communication skills
Self motivated and able to work independently
Ability to work collaboratively with others
Negotiating skills
Project management skills.

2.2 Records Officers
Records Officers are responsible for working with MDAs to provide advice and training in records
management, to lead practical interventions to improve records and information management, and
to identify records which have long-term research value (subject to the overriding selection policy)
and to arrange for their transfer to the National Archives.

Reports to
Head of Records Management Team

Responsibilities
•
•
•
•
•

Guides practical interventions to improve records and information management, in
compliance with standard and guidelines
Collaborates with government officials to assist in planning and implementing measures for
identifying and preserving records of long-term value
Appraises records and documents and transfers records to the Archives for processing
Performs records management activities centred on the creation, description, preservation
and access to records
Provides advice and assistance to records staff in government bodies.

Knowledge and Qualifications
•
•
•
•
•

Sensitive to issues surrounding the selection and release of records
Experience of records management
Graduate degree in records management, history, archival administration, library science or
computer science
Knowledge of archival and records management theory and practice
Knowledge of electronic records issues.

Skills
•
•

Excellent verbal, written and interpersonal communication skills
Excellent negotiation skills
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•
•

Ability to gain the confidence of, and establish effective working relationships with, colleagues
and staff in MDAs
Training skills.

2.3 Head of Records Centre
Working closely with the Head of the Records Management Team, Records Officers and ,
the Head of Records Centre is responsible for handling and processing the transfer of
records from MDAs into the Records Centre, and from the Records Centre to the National .

Reports to
Deputy Director, Records Management

Responsibilities
•
•
•
•
•
•
•
•

Oversees the processing and physical transfer of records transferred to the Records Centre
Oversees the processing and physical transfer of records transferred to the Archives
Oversees the cleaning of documents
Oversees the review and sorting of documents
Identifies and flags records that have privacy or national security classification
Oversees the cataloguing and description of documents
Documents the processes involved during transfer, review, sorting, cataloguing and
description
Manages a processing team

Knowledge and Qualifications
•
•
•
•
•
•
•
•
•

Awareness of archival arrangement
Knowledge of classification schemes
Experience of cataloguing
Awareness of security and sensitivity issues
Qualification and experience in records management or archives (or potentially a historian
who is willing to gain such qualification)
Good knowledge and experience of computerised archival cataloguing tools
Good knowledge of the history of Sierra Leone and the context in which records were created
Knowledge and experience of project management
Experience of staff management.

Skills
•
•

Self motivated with high levels of initiative and good judgement
Strong time-management skills
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•
•
•
•
•

3

Ability to work accurately and productively on repetitive tasks
Strong diplomatic skills
Excellent verbal, written and interpersonal communication skills
Excellent negotiation skills
Ability to gain the confidence of, and establish effective working relationships with, colleagues
and record creators / owners.

Deputy Director, Collections (or Non-current Records/ Archives)

The Deputy Director, Collections is responsible for developing the National Archives collections and
ensuring that they are managed and preserved to international standards.

Reports to
Director

Responsibilities
•
•

•
•
•
•

Undertakes strategic planning and policy development for establishing and building the
National Archives collections
Provides guidance on the development of the National Archives including collection
management, access requirements, preservation management, search room design, archive
storage requirements, environmental controls and building security
Establishes and develops the provision of a high quality service to users
Establishes and develops risk-management practices within the Archives
Oversees the physical care of the collections
Advises the Director on budgetary matters relating to the collections.

Knowledge and Qualifications
•
•
•
•
•
•
•

Experienced archivist or records manager
Internationally recognised postgraduate qualification in archives and records management or
a closely related profession
Experience of delivering a high quality service
Knowledge of current issues in conservation and archives management
Experience of managing staff
Experience of managing projects
Knowledge of office automation systems and specialist software applications for archives and
records management

Skills
•
•
•

Strong leadership skills
Project management skills
Service oriented
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•
•
•
•

Results driven
Ability to implement organisational change
Excellent written and verbal communication skills
Ability to work collaboratively with others

3.1 Head of Cataloguing
The Head of Cataloguing is responsible for ensuring that all records acquired by the National
Archives are catalogued to appropriate standards.

Reports to
Deputy Director, Collections
Responsibilities
•
•
•
•
•

Establishes and implements policies and procedures for cataloguing the collections, in line
with international standards for archival cataloguing and authority control
Develops reference systems for collections
Develops lists and finding aids
Researches primary and secondary sources to establish provenance and significance of
collections
Manages a cataloguing team.

Knowledge and Qualifications
•
•
•
•
•
•
•

Good knowledge of current archival cataloguing standards, including the General International
Standard Archival Description ISAD(G) and Encoded Archival Description (EAD)
Experience of cataloguing
Good knowledge and experience of computerized archival cataloguing tools
Good knowledge of the history of Sierra Leone and the context in which records were created
Internationally recognised postgraduate qualification in archives and records management or
a closely related profession
Knowledge and experience of project management
Experience of staff management

Skills
•
•
•
•
•
•

Provide services to researchers visiting the National Archives
Be self motivated with high levels of initiative and good judgement
Ability to work accurately and productively on repetitive tasks
Excellent IT and keyboard skills
Excellent written and oral communication skills
Strong planning skills.
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3.2 Head of Conservation
The Head of Conservation Manager is responsible for ensuring the long-term survival and
preservation of the records in the National Archives. Initially, his/her role will focus on
providing suitable environmental and storage conditions for the records including air
conditioning and appropriate packing materials and protection against mould and insect
damage. He/she will also be responsible for establishing conservation services, whether inhouse or outsourced.

Reports to
Deputy Director, Collections

Responsibilities
•
•
•
•

•
•

Develops procedures and practices for archive conservation
Supervises staff involved in conservation activities
Develops and manages conservation services
Provides advice and training in preservation management, record handling and collections
maintenance to colleagues within the National Archives and in government and public
institutions
Participates in project management, disaster recovery, preservation training and outreach
activities
Provides input to policies and guidance for the preservation of electronic records.

Knowledge and Qualifications
•
•
•
•
•
•
•
•
•
•

Training in conservation through graduate studies or apprenticeship, advanced courses, and
internships
Good knowledge of environmental and storage issues
Broad knowledge of archive preservation
Able to perform conservation treatments in a production setting
Knowledge of paper making, binding techniques, and the history and manufacture of archive
materials; nature/causes of paper deterioration; chemistry as it applies to archive materials
Experience of using specialist conservation equipment
Knowledge and experience of photographic documentation
Experience of managing staff
Project management experience
Good IT knowledge including word processing, spreadsheet and database software

Skills
•

Demonstrated high level skills in conservation practices
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•
•
•
•

Able to prepare reports and procedural documentation
Professional ethical practice in conservation
Strong leadership, communication, interpersonal, organisational, change management, and
problem solving skills
Able to establish priorities and achieve goals

3.3 Access Manager (or Reference Services)
The Access Manager is responsible for implementing policies for the provision and promotion of
access to archival services.

Reports to
Deputy Director, Collections

Responsibilities
•
•
•
•
•
•
•
•

•

Maintains a research room including the provision of physical security of the records
Provides services to researchers visiting the archives
Provides a reference service
Provides access to catalogues
Oversees the physical delivery of records to users
Provides advice to colleagues and researchers about the collections
Provides a copying service
Works closely with colleagues to develop outreach initiatives based upon the National
Archives collections including the development of an exhibitions programme (physical or
online via a website), awareness raising events and learning activities.
Manages support staff (Security Team. Porters, etc)

Knowledge and Qualifications
•
•
•
•
•
•
•
•
•
•
•

Ability to develop, manage and implement access polices
Knowledge of the history, government and administration of Sierra Leone
Knowledge of archive catalogues and the use of archives in research
Knowledge of web services delivery
Excellent written and oral communication skills including attention to detail
Sensitivity to issues relating to the selection and release of records and archives
Excellent interpersonal, team working and influencing skills
Good IT skills
Experience of managing staff
Experience of budget planning and management
Knowledge of preservation requirements for the management of archives
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Skills

•

Excellent customer service delivery skills
Ability to relate to researchers at all levels

4

Deputy Director, Technology

•

The Deputy Director, Technology is responsible for strategic planning and policy development for IT
services management on strategic planning and policy development for content management
systems/ EDRMS in MDAs.

Reports to
Director

Responsibilities
•
•
•
•
•
•
•
•

Undertakes strategic planning and policy development for IT services in the National Archives
Works closely with the Director, Records Management on strategic planning and policy
development for content management systems/ EDRMS in MDAs
Delivers high quality IT services to the National Archives
Plans and manages a digitisation programme for paper records
Manages the preservation of digital records
Delivers access to information and documents through an appropriate website
Advises the Director on budgetary issues relating to IT services
Oversees IT staff including direct line management responsibilities

Knowledge and Qualifications
•
•
•
•
•
•
•
•
•

Good experience of managing IT operations
Good customer delivery focus
Knowledge of office automation and content management systems/ EDRMS, and specialist
applications and technology for digitizing paper records
Good current awareness of digital preservation
Knowledge of web delivery
Post graduate qualification in IT, Management or related discipline
Experience of managing staff
Experience of managing projects
Experience of budget planning and management

Skills
•
•

Strong leadership skills
Results driven
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•
•
•
•

Ability to implement organisational change
Excellent written and verbal communication skills
Self motivated and able to work independently
Ability to work collaboratively with others.

4.1 Head of Digitisation
The Head of Digital Documents is responsible for policy and operational procedures relating
to the digitisation of records and for digital preservation. He/ she also provides advice and
guidance to MDAs on digitisation programmes.

Reports to
Deputy Director of Technology

Responsibilities
•
•
•
•
•
•
•

Provides advice and guidance on digitisation programmes
Manages and supervises the processing of digital archives
Selects materials for digitisation
Collaborates with colleagues to develop and maintain procedures for long-term access to
electronic records and media.
Manages digitisation projects
Manages digitisation staff
Investigates ways to make appropriate information accessible to the public and MDAs

Knowledge and Qualifications
•
•
•
•
•
•
•
•

Knowledge of best practices for digital preservation including methodologies and procedures
for capture, data migration and metadata creation
Experience of managing digitisation projects
Good knowledge of IT systems including office applications and digital databases
Professional experience arranging, describing, preserving and cataloguing archival materials
and preparing finding aids
Demonstrated familiarity with current trends in archival theory and management
Experience with preservation standards for digital media
Experience managing and providing long-term access to electronic records and born digital
content
Knowledge of copyright guidelines
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Skills
•
•
•
•

Strong leadership skills
Excellent written and verbal communication skills
Self motivated and able to work independently
Ability to work collaboratively with others

4.2 Digitisation and Digital Preservation Officer (this is a combined position
initially)
The Digitisation Officer is responsible for the day-to-day digitisation of paper records, the
preparation of metadata and for their storage in a database. He/ she also has day-to-day
responsibility for the operation of digital preservation, including characterising electronic records,
loading them on to storage systems, producing metadata and carrying out back-up procedures

Reports to
Head of Digitisation

Responsibilities
•
•
•
•
•
•
•
•
•

Digitises paper records
Creates metadata for storage within a database
Documents working procedures
Assists in preparation of reports
Manages the day-to-day operation of digital preservation
Selects and prepares paper records for digitisation or conversion to microfilm
Checks and maintains the quality of scanned or filmed images
Ensures proper care and handling of documents during digitisation
Provide services to researchers visiting the archives.

Knowledge and Qualifications
•
•
•
•
•
•
•
•
•
•
•

Experience of handling electronic data
Ability to write appropriate descriptions of digitized documents
Good familiarity with standard IT systems, word processing and databases
Knowledge of collection management processes
Knowledge and practical experience of data-basing, including the application of data
standards
Experience of handling historical documents
Experience producing clear and concise written reports
Familiarity with different cataloguing systems.
Knowledge of digital preservation issues
Experience of handling and caring for historical documents and other archival material
Bachelors Degree in IT.
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Skills
•
•
•
•
•
•
•
•

Capacity for sustained careful repetitive work and critical assessment of data quality
Ability to manage and prioritise a range of different tasks
Ability to work independently and be self-motivated
Good verbal and written communication skills
Systematic and methodical accuracy and close attention to detail
Good personal and project management skills
Good IT and keyboard skills
Willing and able to undertake further training as required

4.3 Head of IT Services
The Head of IT Services is responsible for all IT services at the National Archives, including internal
networks, applications and websites. It is expected that most of these services will be provided by
external, third party contractors.

Reports to
Deputy Director, Technology

Responsibilities
•
•
•
•
•
•
•
•

Develops and manages internal networks
Develops and manages applications used by the National Archives
Develops a web strategy and plan
Manages external, third party contractors
Working with the Website Manager, creates and develops the National Archives’ online
presence and resources.
Oversees the development of a National Archives website
Develops online resources and projects
Works closely with the Access Manager, Director of Collections and Head of Digital Documents
to promote online collections development and increase access through the internet.

Knowledge and Qualifications
•
•
•
•

Experience of managing staff
Experience of IT service provision
Experience of dealing with external contractors and managing service support contracts
Graduate in IT or related discipline

Skills
•

Strong leadership skills
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•
•
•

Excellent written and verbal communication skills
Self motivated and able to work independently
Ability to work collaboratively with others

4.4 Website Manager
The Website Manager is responsible for the development of the website and for its day-to-day
operations. The website will provide a range of services to users, including delivery of online
catalogues and digital images of documents. It is expected that the basic web technology design and
hosting will be provided by external, third party contractors.

Reports to
Head of IT Services

Responsibilities
•
•
•
•

Working with the Head of IT Services the website manager manages the creation and
development of the National Archives online presence and resources
Develops a National Archives website
Develops online resources and projects
Promotes online collections development and increase access through the internet.

Knowledge and Qualifications
•
•
•

Extensive experience of managing websites and of web-enabled services
Good familiarity with standard IT systems, word processing, databases, imagery software and
html languages
Graduate in IT or related discipline

Skills
•
•
•
•
•
•
•

Strong technology skills
Ability to manage and prioritise a range of different tasks
Ability to work independently and be self-motivated
Strong written communication and presentation skills
Good personal and project management skills
Good IT and keyboard skills
Willing and able to undertake further training as required.
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Appendix R

PROPOSED SCHEME OF SERVICE

1.

POST:

Director of National Records and Archives

2.

SALARY :

3.

QUALIFICATION:

Grade 13

1. By Promotion
I. This post is open to Deputy Directors of Records Services who have

II.
III.

4.

Age:

5.

Duties:

achieved a recommendation for promotion in their latest Annual Staff
Report and
Must have completed appropriate training in records management at the
Degree or Higher National Diploma in the course of their career.
Must also have accumulated experience in records management as well as
administrative skills for office administration.

Not below 40 years

1. To be responsible to the Director of Human Resource (Establishment
Secretary;
2. To carryout the powers assigned to him under the National Records and
Archives Act;
3. To be responsibility for the overall direction, administration and development
of National Records and Archives functions;
4. To be responsible for management, training and development of record staff
in order to achieve effective records management systems and procedures;
5. To formulate policies and programmes relating to the Management of Records
in every phase of the record cycle;
6. To give a careful consideration is given to the effects of policies for the
Management of Current Records, Semi Current Records and Archives and vice
versa;
7. To be responsible for setting of overall standards for systems and procedures
which will ensure a high quality service for users of records;
8. To provide professionals advice on Records and archival establishment and
institutions to government and other institutions and organizations of public
interest and investment;
9. To collaborate with national and international Records and Archives
organizations.
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10. To advise on the deployment records and archives staff in the Government
ministries, department and agencies;
11. To scrutinises returns and carries out regular visits and surveys to confirm the
level of performance within the service.
12. To makes budgetary provisions for the National Records and Archives function;
13. To regularly advise the National Records and Archives Advisory Board, of which
he/she is a member, as to its performance.
Training: The post holder will attend seminars, conferences and workshops in order to be aware of
developments within the records management field. All further training or exposure to professional
activities that would enhance work performance will be encouraged as necessary.
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1.

POST:

Deputy Director National Records & Archives

2.

SALARY:

3.

QUALIFICATION:

1.

Grade 11

By Promotion

I.
II.
III.

4.

Age:

5.

Duties:

Internal promotion posts for Records Manager who have
completed at least three years' satisfactory service
Must have achieved a recommendation for promotion in
their latest Annual Staff Reports.
Must have received appropriate professional training in
records management at the level of Degree or Higher
National Diploma and a Post Graduate Diploma or Masters
Degree

Not below 35 years

1. To be responsible to the Director National Records & Archives;
2. has overall responsibility for current records across the Civil Service, ie ensuring
that both paper and electronic systems in place support the functions and
information requirements of the Government;
3. developing, maintaining, monitoring and controlling Records Office systems;
monitoring file plans and classification schemes; and coordinating staff
development.
4. He/she is also responsible for ensuring, in consultation with the MDA concerned,
that Records Offices are adequately staffed and that the staff are adequately
trained.
5. In addition to responsibility for monitoring and controlling the professional
performance of Records Offices through the scrutiny of returns and monitoring
the approval of new files series and classification schemes,
6. the post has an inspectorial function, which can be delegated, and involves a
programme of inspections to ensure that systems are being adhered to, that
storage arrangements are adequate and that current retention and disposal
schedules are being observed.
7. The post holder is responsible for establishing and developing working
relationships with and between departments in accordance with agreed policy
and priorities.
8. The post holder is also responsible for liaising with the Deputy Director of the
National Records and Archives Department (2) over the transfer of files to the
Records Centre. He/she can deputise for the Director of the National Records
and Archives Department.
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9. The post holder will also be responsible for the following administrative functions
in the department, which can be delegated: staffing, security and
accommodation.

Training: Post holders will attend management training courses at the Institute of Public Administration
and Management (IPAM). They may also participate in short workshops, seminars or courses abroad or
in-country when feasible and necessary
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1.

POST:

Records Manager

2.

SALARY

3.

QUALIFICATION:

Grade 10

I. By Direct Entry
i. Candidates must have a qualification in records
management equivalent to a first degree or HND in
records management in an appropriate institution; or
II. By Promotion: from the post of Records Officer
i. Candidate must have a diploma in records and
archival management and must be serving Records
Officers with at least two years' satisfactory service,
having achieved a recommendation for promotion in
their latest Annual Staff Report, and successfully
completed prescribed training.

4.

Age:

5.

Duties:

Not below 35 years

1. To be responsible for inspecting all Records Offices within ministries and departments

2.

3.
4.
5.
6.
7.
8.

on a monthly basis to ensure that systems of filing and file storage and retrieval are
being applied properly.
To be responsible for overseeing the application of electronic records systems to
ensure that they are in keeping with current records management principles and
procedures.
To be responsible for ensuring that retention schedules are being observed.
To be responsible for approving and coordinating transfers of files to the Record
Centre.
To be the Deputy Director in formal training of Records Office staff.
To liaise with the Records Officer in the National Records and Archives Department to
ensure that retention and file creation policy are interrelated.
To maintains an up-to-date collection of all legislation which has an effect on record
retention policy, applies retention schedules in the Record Centre
To assists with the appraisal of files to determine their historical value.

Training: Most officers at this level will receive professional training in records management at RIPA or a
similar institution. Depending on the needs of the work and the capacity of the individual, a few Records
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Officers may be sent for advanced training in records management. Records Officers may also attend
records management workshops at home and abroad.
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1. POST:

Records Officer

2. SALARY

Grade 9

3. QUALIFICATION:
I.

II.

4.

Age:

5.

Duties:

By Direct Entry: Candidates must have a qualification in records
management equivalent to a first degree or HND in records
management in an appropriate institution;.
By Promotion: from Records Supervisor Candidates must have a
Diploma in records management or its equivalent to a in records
management and archival in an appropriate institution with at least
five years' satisfactory service, having achieved a recommendation for
promotion in their latest Annual Staff Report, and successfully
completed prescribed training

Not below 30 years

1.
2.

To be responsible for the day-to-day management of Records Office services.
To maintain an effective and efficient Records Office service that is capable of dealing
with, and advising upon, all aspects of current records.
3. To liaise closely with ministerial managers and action officers to ensure that the file
classification system and the files opened reflect the functions and information
requirements of the ministry/department.
4. To be responsible for the day-to-day staff management of Records Supervisors and
through them of all Records Office, clerical and messengerial staff.
5. To allocate duties within the Records Office, check regularly that Records Office
procedures and standards are maintained effectively,
6. To resolve technical problems and give advice to Records Office staff and Records Office
users.
7. To keep job descriptions up-to-date, arrange on-the-job and formal training and
development for Records Office staff
8. To prepare regular reports on the performance of the Records Office.
9. To be responsible for providing day-to-day guidance and advice to Assistant Records
Officers in a defined group of ministries and departments or in regional administrations
on records management matters.
10. To be responsible for checking the arrangement of records before transfer to the Record
Centre or the Archives and ensuring that adequate documentation has been provided.
11. To be assist the Records Officer in performing his or her duties.
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Training: Most training will be given on the job and at INSLICS. Selected individuals may be sent for
records management training at RIPA or a similar institution. Post holders may participate in in-country
or overseas record management workshops.
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1.

POST:

Records Supervisor

2.

SALARY

3.

QUALIFICATION:

Grade

8

I.

4.

Age:

5.

Duties:

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

13.

By Direct Entry: Candidates must have a Diploma in records
management or its equivalent to a in records management and
archival in an appropriate institution;
II.
By Promotion from the post of Records Clerk: Candidates must
be serving Records Clerks who have completed not less than three
years' satisfactory service in the grade, achieving a
recommendation for promotion in their latest Annual Staff Report
and have successfully completed the prescribed training for the
grade.
Not below 25 years

To be responsible for the day-to-day staff management of all Records Office, clerical and
messengerial staff.
To check regularly that Records Office procedures and standards are maintained
effectively (ie control books, PA, filing and condition of files),
To resolve technical problems and give advice to Records Office staff and Records Office
To monitor the accuracy of the Records Office staff's file titling,
To recommend the opening of new files and approve of titles and key-words used.
To authorise the opening of new file parts when required, conduct regular file censuses
and monitor the application of censuses.
To deputise for the Records Officer and the Records Clerk as necessary.
To be responsible for supervising search room services and for the day-to-day
management of Assistant Records Clerks and Records Clerks.
To be responsible for the overall supervision of file and document accessions, listing,
storage and retrieval processes.
To be responsible for maintaining loans of records from the Record Centre and for
ensuring the timely return of these documents.
To maintain statistics of accessions to the Record Centre and the Archives and of the use
of the records held by both.
To answer oral and written enquiries from the public which are likely to require some
limited research and/or draw on the individual's developing specialism in order to
provide an authoritative response.
To provide introductory talks to visitors on the holdings in the archives.
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Training: Records Office Supervisors will receive technical and supervisory training at INSLICS.
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1.

POST:

2.

SALARY:

3.

QUALIFICATION:

Records Clerk

Grade 5

I.

By Direct Entry:
The minimum qualifications for direct entry to the grade is
i. 5 GCE 'O' level credits, 2 of which must be at A” Level
or

ii.

5 WASSCE 2 of which must be at B” or better including
Any of i or ii must include English and History obtained at one sitting;
or

II. By Promotion: from the post of Trainee Records Clerk Candidates must
have obtained a promotion marking in his/her Annual Staff Report and
successfully completed prescribed training.
.
4.

Age:

5.

Duties:

Not below 22 years

1. To be responsible for receiving, classifying and filing incoming mail, creating new
files as necessary under supervision,
2. To be noting file minute sheets, dispatching files to action officers and recording
details on transit sheets.
3. To be responsible for ensuring that all files returned to the Records Office are
noted on the transit sheets and for checking that all action on the files has been
completed. This includes referring files to other officers if any action is outstanding,
maintaining the 'Bring Up (BU)' diary and 'Putting away (PA)' files.
4. To be involved in carrying out regular file censuses, assisting with the extraction
and dispatch of closed semi-current files to the Record Centre and maintaining mail
folders, running files, etc.
5. To be (in archives) receiving researchers and other visitors, assist with searching for
documents, issue receipts when documents are made available to readers, chase
up overdue loans from the Record Centre, file documents, box records, list the
contents of the boxes and generally maintain the cleanliness and orderliness of the
search and storage rooms.
6. To be (in electronic record keeping), be responsible for maintaining databases
(indexes) of file systems and for allocating new folders as requested.
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Training: Direct entrants will receive induction and basic Records Office/archive training. Other training
will be given on the job.
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1. POST:

Trainee Records Clerk

2. SALARY:

Grade 3

3. QUALIFICATION:
1. By Direct Entry:
The minimum qualifications for direct entry to the grade is

i.

ii.
iii.
iv.
v.
4

Age:

4 GCE 'O' level credits, 1 of which must be at A” Level
or
4 WASSCE 2 of which must be at C” or better including
Any of i or ii must include English
be skilled in basic numeracy. Some knowledge of History.

Not below 18 years

5. Duties:

7. To assist with boxing and arranging files, searching for documents, registering
readers, ensuring that receipts are issued when documents are issued to
readers, photocopying documents
8. To maintaining the cleanliness and orderliness of the shelves, cabinet and any
other document storage space..
Training: Post holders will receive induction and technical training in Records Office and archives
procedures and practices at INSLICS. Thereafter, training will be given on the job.
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