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Disclaimer

The contents of this publication are for general information purposes only and are not
intended to provide legal advice or opinion of any kind. The contents of this publication
should not be relied upon. The contents of this publication should not be seen as a
substitute for obtaining competent legal counsel or advice or other professional advice. If
legal advice or counsel or other professional advice is required, the services of a competent
professional person should be sought. While the First Nations Summit has made
reasonable efforts to ensure that the contents of this publication are accurate, the First
Nations Summit does not warrant or guarantee the accuracy, currency or completeness of
the contents of this publication. The First Nations Summit expressly disclaims all
representations, warranties, conditions and endorsements. In no event shall the First
Nations Summit, its directors, agents, consultants or employees be liable for any loss,
damages or costs whatsoever, including (without limiting the generality of the foregoing) any
direct, indirect, punitive, special, exemplary or consequential damages arising from, or in

connection to, any use of any of the contents of this publication.
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1. Introduction

The information in this volume of the Information Management Toolkit is provided
for the designated records management staff member, who will have daily
responsibility for the records of the First Nations government.

The contents of this volume were originally created by the First Nations Public
Service (FNPS) of BC in 2011. The FNPS ceased operations in 2012, and the

First Nations Summit has since assumed responsibility for the content and
updating of this volume.

This section includes information on:

o Conducting an information survey, to determine what information exits in the office and
related organizations.

o Whatis arecord

o How to file records using the model records classification and records retention system
(included as Appendix 1)

0o How to manage records for daily work

0 The type of filing equipment and supplies to select
o Closing files when they are no longer referenced
o  Storing records until their useful life is over, and

o Destroying or saving records for future reference, including obtaining the appropriate
approvals

A model records retention schedule is included with the classification system. First Nations
should confirm that the recommendations for retention are suitable for their requirements.
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In addition, research was undertaken in 2011 to locate any regulations for retention of
records. With the passage of time, organizations should undertake their own research to
ensure current retention requirements.

There is also a section about electronic records that includes information on:

0 Organizing electronic records in directories

0 A model electronic document naming convention.

Finally, this tool kit as a whole is intended to be the i Re c dfachsage ment MBsnual 0 t ha
referenced in the Information Management Resolution and Policies, and also in the

Canadian standards for maintaining records as evidence. As such, the procedures manual

serves as the eyewitness to the credibility of the First Nations records keeping processes,
and will support the use of records as evidence.
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a. What are records?

Records= emails, BCRs, malil, letters, maps, documents, reports, etc.

Records are definedasfii nf or mat ireceiveccor reantaieed as evidence and information by an
organization or person, in pursuance of legal obligations or in the transactionofb usi nes s 0.

Depending upon regulations or legal definitions, any document in any format within a First Nations
government can be considered afi r e ¢ e.g. daper document, e-mail, map.

Each staff member and elected official must understand this definition, and support the processes that are
explained in this volume for collecting, filing and maintaining the records of the organization.

Thediagram, A R11 s i t a showsthe stedpzog-step questions that help to define what a record is.
See also diagram i R 1liawhen is email a Recordo .

Once you have defined what records are, your next step is to see what records you have in your
organization
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Information Survey or Inventory

Do you know what information you have in your office? If not, a records and information survey, or
inventory, is required, for you to get a clear picture of what records and information belong to the
organization.

Generally, if you understand what records have been collected in various
locations over time, and that there may be mixed collections (e.g. they include a
variety of different subjects), then a records survey is a good idea, to get a
clearer picture of the amount and subject matter that you will be organizing.

The keys to completing a survey are:

0 Beorganized about what you want to find out. Use a form to collect the
same information for every collection that you identify, and make sure to
create a listing of all the locations. See Form 17 Information Survey that
is included in this section, to show the kinds of details you want to know
about your records.

0 Set atimetable, and try to complete the survey quickly. This will ensure
that you have up to date information, and that you can finish this activity
as quickly as possible. If you can, get other staff to help with this survey.
Review your form with them and explain that they need to be accurate and
clear in describing what they find.

0 When you have finished, create a spreadsheet with columns to match the
various categories of information you collect from the form. Fill in a line of
data for each survey form. When you have all the forms compiled into the
spreadsheet, you will have a snapshot of how much information you have,
where it is located, and what subject matters are included.

O Now, set your priorities for action!

FIRST NATIONS SUMMIT | INFORMATION MANAGEMENT TOOLKIT FOR FIRST NATIONSINBC 11
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ORGANIZATION X
RECORDS AND INFORMATION SURVEY

DEPT. NAME: DATE:

COMPLETEDBY:

RECORDS SERIES TITLE:

DEPARTMENT OR WORK GROUP (If applicable):

DESCRIPTION: Types of documents, how arranged. Note any personal information.

DATE RANGE: (from yr/mo to yr/mo)

VOLUME: (how many inches of files) FORMAT: (non-paper)

RETENTION PERIOD: (if known)

Note: Attach afile list if one is available.

TYPE OF STORAGE EQUIPMENT: (type of cabinet, or storage method, e.g. tote box)

USE OF SECURITY DEVICES: (locks, passwords, restricted access)

LOCATION: (office, storage room, offsite)




The following information will be obtained from the records custodian, or designated caretaker of the
records:

USES OF INFORMATION

Who uses theserecords?

How often arerecords referenced?

Isinformation confidential?

Who has access to confidential information?

Is this a vital records series, e.g. what would happen if this information is lost?

Does this information have long term or permanent value to the organization?

Other facts or features of these records?

Information Management Toolkit/ Form 1 - Information Survey.doc




2. Daily Operations with Active Records

a. Introduction

When you know what records you have, the next step is organizing them. The following
procedures and routines will ensure that records are received and entered into an organized
records management system. The descriptions will cover records in all formats.

This daily routine is necessary so that all staff members have rapid access to information to
perform their work, and that the information resources of the organization are collected and
protected for future reference.

For materials received from external organizations, these processes ensure that incoming mail
is saved and filed promptly. For materials exchanged between staff and offices, these
processes ensure that the new records created by staff are also saved and filed promptly for
later retrieval.

b. Filing procedures

Incoming hard copy records are received by postal mail, courier and fax. Incoming mail is
opened, sorted, and placed in designated locations for staff to pick up and transmit to
designated staff in their work groups, or for the records management staff member to collect for
filing into the office records collection.

c. Centralized Files and Working Copies of Records

Records are filed where they are convenient to the users. In most cases, records are filed within
workgroups, with designated staff to be responsible for the filing on behalf of the various
workgroups. However, some organizations prefer one central file for all records, with working
copies of current project information ( i wo rf ki il keght i pffices. Whatever approach is
taken, as quickly as possible, records must be filed, to ensure that they can be found. Always
make sure that no original materials are interfiled with working papers.

All records must be put away daily, with no loose papers left unfiled.

I f information is being held for actirnationbydateofa Abri ng f
action. Bring the item back for review on the action date. Keep this information filed by date in action files.
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d. Dailyroutinei see R371 Incoming Mail and Filing Process

On a daily basis, work as follows:

(0]

Have a specific "in-basket" or holding place, where staff members place paper records
for filing. Also, establish a formal mail pick-up, to obtain all information prepared by staff
for filing.

Work with current information to be filed, and try to file away information on a daily basis.
(Keeping up with daily work will keep the backlog to only a few items, and ensure that all
staff can find information when required).

For each item of correspondence or document to be filed, read carefully and determine
the subject of the correspondence. (Note that there may be several subjects, so the main
subject of the correspondence must be determined. Also, the "RE" or "SUBJECT" line
may not always accurately describe the contents nor be the main subject of the item.) No
two persons see information the same way, so the best approach is to think about where
or by what subject this information will be looked for in the future.

Pick the best match from the classification categories. Write the numeric code in pencil
on the upper right corner of the first page. If there are any other subjects included in the
document that must be noted, create a cross reference (other file folder to look into) in
pencil under the main number with an "x" beside this additional number. (See the notes
in Section 1, subsection e below about cross-references.);

If you are uncertain about what subject to pick, ask the creator or recipient of the
correspondence to give suggestions about where the record should be filed. If the
appropriate subject category for filing cannot be determined, put the record aside to
review with staff. Continue coding until all documents in the basket are completed; and

If you are uncertain about what subject to pick, ask the creator or recipient of the
correspondence to give suggestions about where the record should be filed. If the
appropriate subject category for filing cannot be determined, put the record aside to
review with staff. Continue coding until all documents in the basket are completed; and

Sort the records into filing order by the subject codes, and put away paper records into
the file folders with the matching subject codes.
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