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1.1 INTRODUCTION

Waterford County Council as part of its Records Management strategy has established a Records Centre. The Records Centre holds non-current files and the Records Management staff issue files from the Records Centre on request from the sections and oversee the return of these files to the Records Centre. Further details on the Records Management practices for Waterford County Council can be found in the Records Management Policy for Waterford County Council.
The details of all files sent to the Records Centre are held on a location database, the Files Series Database, produced by the Local Government Computer Services Board. This enables the efficient and rapid retrieval on request service to each section.

The decision to send files to the Records Centre is determined by the National Retention Policy for Local Authority Records published by the Local Government Management Services Board. 

This Procedures Manual has been drawn up to assist sections in transferring and retrieving their non-current records from the Records Centre.

Joanne Rothwell

Records Manager

Date: 11 April 2002

1.2 SENDING FILES TO THE RECORDS CENTRE

A. MATERIAL TO BE SENT TO THE RECORDS CENTRE

· Material should never be sent to the Records Centre without first contacting the Records Centre staff to arrange space and to ascertain the correct box numbers and retention periods. Please note that material sent over without first contacting the Records Centre staff will be sent back to the originating section.
· Material must always be sent in the record boxes and accompanied with a completed transfer list. 
· The section must complete the transfer lists correctly prior to transfer
· Sections should contact the Records Centre for:
1. boxes

2. transfer lists
3. box numbers – the next box number available
4. instructions for filling out the Transfer List
· The National Retention Policy for Local Authority Records (NRP) should be consulted to ascertain the retention period of the records for transfer. If unsure then please contact the Records Centre staff. 
· Please do not send non-record material to the Records Centre. Non-record material includes material such as leaflets, publications, circulars and reports from other organisations and they are not subject to the NRP.
B. FILLING OUT THE TRANSFER LISTS

TRANSFER LISTS MUST BE COMPLETED CORRECTLY
It is very important that the boxing and listing be carried out correctly by the staff in the section. Boxing and listing correctly ensures that the files can be found when required and if it is not carried out correctly it can result in difficulties in locating the files again. Given the importance of the lists to the retrieval of the files it is therefore necessary to ensure that the Transfer Lists are correctly completed. If the boxes and lists are not correctly completed then they will be sent back to the section for correction. 

· A new Transfer List must be used for each box

· The person filling out the list must sign their name in the relevant section of the transfer list and must enter the date of transfer to the Records Centre


a. Standard List

The Standard Transfer List has the following elements to be filled in.

Date of Transfer to the Records Centre = The date the records were transferred from the Section to the Records Centre

Section = The section from which the records originate

Signature = Signature of the member of staff from the section who filled the box

Box Number = The next box number as provided by the Records Centre staff, filled in by the staff in the section and also placed on the outside of the box

Signature of the Record Assistant = Signed by the Records Assistant when the records are checked in at the Records Centre

File Title = The exact title / description must be entered. This is the file name. In addition, if a file is a continuation and has “Part 1” written on it then this too must be entered on the list. 

File Code = This is the alpha-numerical code of the file and must be included on the Transfer List. If the file is an older file and does not have a file code then please leave this section blank.

Covering Dates = The earliest and latest dates of the documents in the file. In newer files the latest document will be on the top and the earliest document at the end of the file. In older files where the documents were not properly maintained please check through the file. The date is an important feature in identifying a file for retrieval. 
File Series Title = This is a series of files with a subject in common e.g. Shared Ownership files or Roads Maintenance files.

b. Finance List

This list is to be used when Finance is sending over the payment batches. The Standard List is used for any other records from Finance. 

The Finance List contains the following: 

Year = The year of the payment orders

Run = the week of the payment orders e.g. Run 1, Run 2 etc.

From Payment Order X to Y = the earliest and latest orders in that run

Date = the date of the run (normally only one date per run)

Bay and Shelf = the location in the Records Centre. This is filled out by the staff in the Records Centre.

1.3 NEW ARRIVALS TO THE RECORDS CENTRE

On arrival to the Records Centre the boxes are placed on the shelves in the correct sequence as per the numbers on the boxes. 

The Records Assistant:

· Checks the contents of each box with the Transfer List, to determine that all files on the List are in the box and vice versa. 
· The information from the Transfer Lists is then input onto the Files Series Database with the relevant retention period for the records concerned.
· Once the files are entered onto the database, double click on “Enquiries”, then “View Files by Secondary Location”. A drop down menu will appear, select the main location (i.e. Records Centre) another drop down menu will appear, select the box number you wish to view and hit enter. This will give a list of all files that are in that box. Compare the number on the paper list to number on the electronic list (the number of files will appear at the bottom of the screen). While in this screen double check that all information is entered correctly and make any necessary changes.
· When the files are logged onto the database the Transfer Lists are placed into the relevant folder in the Archives filing system with an index on the front of the folder. This acts as a back-up system in the event that the computer system is down. 
1.4 REQUESTING FILES FROM THE RECORDS CENTRE

Files can be requested by the section in the following ways:

1. By phone: contact the Records Assistant (Lisa O’Shea) at extension 2171
2. In person: call into the Records Assistant on the 3rd Floor of the Civic Offices or the Archive Service in Dungarvan Library on the Quay

3. By internal mail

4. By E-mail: to loshea@waterfordcoco.ie 

The person requesting files should provide the following:

· Their name 

· Their section

· Their phone number and e-mail address

In order to facilitate the speedy retrieval of the file/s please provide as much of the following information on the file/s as possible:

· File Title

· File Code

· File Series

· Dates of the File

Files will be delivered twice a day, in the morning and in the afternoon. 

· Mornings – 10.30am

· Afternoons – 3.30pm

Requests made after 10.30am will be delivered at 3.30pm and requests made after 3.30pm will be delivered at 10.30am the following morning. 

If a file is required urgently, retrieval can be prioritised.

1.5 ISSUING FILES TO THE SECTIONS

· Files will be issued to a section for a period of 15 working days i.e. three weeks. 

· Files must be signed for by a member of staff from the section – a person on work experience cannot sign for file/s.

· Files are issued to the section on the Files Series Database and a list of files due for return is produced by the database daily. 

· An e-mail will be sent to the person who requested the file/s if the file has not been returned after the 15 day period.

Issue Forms

The Records Assistant must fill out an issue form before issuing the file/s.

Box Number = the box number from which the file/s are from

File Titles = the full title of the file and the section from which it came

Return Date = the date 15 days from when the file was issued

Returned = this box is ticked when the file is returned

Signature = the signature of the person who requested the files and to whom the files are delivered. 


1.6 REISSUING FILES AS CURRENT

Files issued from the Records Centre should not be reintegrated with the current filing system. If an issue becomes live again and the section determines that the file/s is required as current then a request in writing should be made to the Records Assistant. The file itself will have to be presented to the Records Assistant to be signed off the system. The file is then treated as a current file and must be included in the Transfer List and re-entered on the system when it is sent to the Records Centre at the end of the new period of currency. 

1.7 RETURNING FILES TO THE RECORDS CENTRE

Files can be returned to the Records Centre by the section in the following ways:

· By placing them in the box marked Records Centre placed in each section

· By putting them into the internal mail 

· By making a request for collection to the Records Centre staff

· By returning the file/s to Irene Browne 3rd Floor Civic Offices or to the Archive Service located in Dungarvan Library on the Quay

When file/s are returned to the Records Centre, the Records Assistant will:

· Tick it returned on the Issue Form

· Enter it returned on the database by: double clicking “Enquiries” under “View Files by Not Returned”. Click into the grey area of the file returned, in the area “Returned by” enter the name of the person returning the file and in the area “Date returned” enter the date the file was returned.

· Return the file/s to the correct box in the Records Centre.

1.8 DISPOSAL OF RECORDS

Records being disposed of must be scheduled for disposal under the National Retention Policy for Local Authority Records. 

Disposal of records should only take place following examination of the records by the Archivist and the records must be certified for disposal by the Archivist as evidence that the archivist is satisfied that the records or classes of records do not warrant preservation as archives. The records must also be certified for disposal by the Certifying Officer (the Director of Services for the Section or a nominated representative) as evidence that the records or classes of records are no longer required for administrative, financial or legal purposes. 

Before Disposing of Records members of staff in the Section:

· Must inform the Records Centre staff

· Fill out the Disposal List detailing the files for disposal

· Once the List is filled out completely and accurately the Archivist checks the list with the material for disposal. Once the Archivist is satisfied that the List is correct and that there is no material warranting retention as archival the Disposal Certificate is signed by the Archivist.

· The Disposal Certificate with the list of files attached is forwarded to the relevant Director of Services and once the Certifying Officer is satisfied that the records are no longer required for administrative, financial or legal reasons it is signed and returned to the Records Centre staff.

· Once the Disposal Certificate is signed by the Archivist and Certifying Officer the records in question can be disposed of by the section.

· Where possible the records should be recycled.

· The date of the disposal of the records should be recorded and forwarded to the Records Centre staff.

· A record of the date of destruction of the records is retained by the Records Centre staff in a register of disposed material in addition to Disposal Certificates. These are held as evidence of the destruction of the files in compliance with the Records Management policy of Waterford County Council and in adherence to the recommendations made by the Information Commissioner.

The Disposal List is filled out as follows and is attached to the Disposal Certificate:

File Title = the title of the file for destruction. This should include all details including whether the file is Part I of a number of files

File Code = the alpha-numerical code on the file

Covering Dates = the earliest and latest dates of the documents in the file

File Series Title = the title of the series that the files are from e.g. Group Water Supplies Scheme

Date of Destruction = the date of the destruction of the files.

If the files are destroyed by an external company then the destruction docket issued by that company should be attached to the list.

1.9 FILES SERIES DATABASE

The Files Series Database was designed by the Local Government Computer Services Board to facilitate the retrieval of records required for administration, requests for information under Freedom of Information legislation and the operation of a Records Centre.

Entering Information onto the Files Series Database

Information entered onto the Files Series Database must be entered correctly. There is a standard format for inputting the information from the files onto the File Series Database.

Name: The primary title of the file should be entered here. In many sections this is the title of the file. In some sections such as Housing the name of the person should be entered. 

Address/Description: The information in the Address/Description field may be the same as the name or further details on the contents of the file. Or in the case where a name is entered into the Name field the address of the individual involved is input here.

Reference: The file reference code is entered here. All letters in the code must be input as capitals. The code must be entered exactly as it appears on the file e.g. ENV/ADM/1

File Series: Each file forms part of a file series and must be entered onto the database as the same series. In some cases the series is the same as the file title, for example the file title for Council Minutes is the same as the file series title. This will appear on the Transfer List.

Date Created & Date Closed: These are the earliest and latest dates of the file and appear on the transfer list. 

Lifecycle: Files have a three stage lifecycle. Current, Non-Current and Archive.
Current: records held in the section and used continuously 

Non-Current: records that are required on occasion and sent to the Records Centre for storage

Archivel: records deemed archival as per the National Retention Policy for Local Authority Records
At the end of the period of non-currency if records are not deemed archival they are disposed of.

Disposal: records that are disposed of in accordance with the National Retention Policy for Local Authority Records 

Main Location: refers to the storage location of the files. In the case of non-current material this is the Records Centre.

Secondary Location: the number of the box in which the file is located.

In Records Store: the exact location of the box in the Records Centre – bay, shelf and box. 

Remarks: additional information on the file is entered here. For example, if the address of an applicant is entered into the Address field and this is not the address of the applicant then C/O is placed in the remarks field.

Issued to: the name of the person who requested the file is entered here. 

Date out: the date the file was issued to the member of staff in the section

Returned by: the person who returned the file to the Records Centre is entered here

Date returned: the date the file was returned is recorded here

1.10 ACCESS TO THE RECORDS CENTRE

The Records Centre is not accessible to staff and requests for files must be made through the Records Centre staff.

Records Centre staff must:

· Always lock the door when finished in the Records Centre

· In the event that the keys are lost or stolen report the loss immediately

· Report any damage to the Records Centre building

1.11 APPENDICES

A. Sample Transfer Lists

B. Sample Disposal List and Certificate

C. Sample Records Centre Issue Form

D. Further Information

A. Sample Transfer Lists 

WATERFORD COUNTY COUNCIL RECORDS CENTRE TRANSFER LIST

	For Office Use Only

· Boxes Checked 

· FSDB Checked
	Date of Transfer to Records Centre:
Section:

Signature:

Signature of Record Assistant:

Box Number:


	File Title
	File Code
	Covering Dates
	File Series Title

	
	
	
	


Finance List

	YEAR
	

	RUN
	

	PAYMENTS FROM
	

	DATE
	

	BAY AND SHELF
	


B. Sample Disposal List and Certificate
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WATERFORD COUNTY COUNCIL 

Certificate of Disposal

Local Government Act, 2001 Section 80 (1)

CERTIFICATE BY ARCHIVIST

I hereby certify that I am satisfied that the records or classes of records described below / in the attached schedule do not warrant preservation as archives, subject to the conditions (if any) stated below. And that these records are being disposed of in accordance with the recommendations of the National Retention Policy for Local Authority Records in Ireland. 

Description of records:

Conditions (if any):

                                                                                 

                                                                                Waterford County Archivist

                                                                                Date:

CERTIFICATE AND AUTHORISATION BY CERTIFYING OFFICER

I hereby certify that the  records or classes of records referred to above are not required in connection with the administration of this authority, and hereby authorise their disposal, subject to the conditions (if any) specified above. 

                                                                                  

                                                                                Certifying Officer

                                                                                Date:

	DISPOSAL LIST

	Date of Destruction:

	File Title
	File Code
	Covering Dates
	Files Series Title

	
	
	
	


C. Sample Issue Form

	BOX NUMBER
	

	FILE TITLE
	

	RETURN DATE
	

	RETURNED
	

	SIGNATURE
	


D.Further Information

Records Management Policy, Waterford County Council, 2002

National Retention Policy for Local Authority Records, LGMSB, April 2002

Filling the Record Boxes


Files should be placed upright in the box and filled from left to right


Damaged or large files should be packed flat in the box


Do not overfill the boxes. If necessary request more boxes from the Records Centre. Remember your box may be put on the top shelf and this will cause problems if the box is too full.


The Transfer List should be placed on the top of the files inside the box.





EXTENDING THE PERIOD OF ISSUE


If files are required for longer than the 15 day period the person to whom the file/s was issued can request the file for a longer period. This can be done by telephone, internal mail or e-mail to the Records Assistant. 





REQUESTING FILES FROM ANOTHER SECTION


If a member of staff from a section requests a file/s from another section the permission of the staff officer of that section must be sought in order to access that file/s.  


The FOI Officer in meeting requests under the Freedom of Information legislation may access files from all sections.








