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KEEP CALM 

AND DO 

RECORDS 

MANAGEMENT 



You have to begin to lose your memory, if 

only in bits and pieces, to realize that 

memory is what makes our lives.  

Life without memory is no life at all é 
Luis Bunuel 

 

No business in the world has ever made 

more money with poorer management. 
Bill Terry 

Keep Calm é 



é and do Records Management 



Records Management Life Cycle  

Identify and 

Capture: 

Records must 

be identified 

and captured 

in a record 

system 

according to 

a valid and 

authorised 

Records 

Retention 

Schedule. 
 
 

Protect: 

Records must 

be protected 

from 

unauthorised 

access, 

alteration, or 

destruction 

Preserve: 

Records must 

be stored and 

preserved so 

they remain 

usable, 

reliable and 

accessible for 

the period 

defined in the 

Records 

Retention 

Schedule. A 

Master 

Records 

Index should 

be maintained 

Dispose or 

Retain: 

Records must 

be reviewed 

and disposed 

of at least 

annually, 

against the 

Records 

Retention 

Schedule,  

Protect Preserve Identify Capture Dispose Retain 



RM: Regulatory Environment  

Ç 800 laws that regulate recordkeeping in SA 

o 200 are applicable top the public sector 

Ç SA Higher Education:  RM Regulatory Environment 

o Higher Education Act, 101 of 1997 

o Promotion of Access to Information Act, 2 of 2000,  

o Protection of Personal Information Act, 13 of 2013  

o National Archives and Records Act, 43 of 1996.  

o Companies Act, 71 of 2008 

o King III (par. 5.6, 6.1 and 6.3) 

 

 



RM: Higher Education  

Ç Complex environment 

Ç RM not necessarily common practice  

Ç Stellenbosch University 

o Pro-active demonstration of accountability and good 
governance 

o Accreditation requirements 

o Storage space shortages 

o Burning of R.W. Wilcocks-building, December 2010 

 



Records Management: Stellenbosch University 

December 2010 
 



RM: Stellenbosch University  

Ç SU Archives 

Ç SUNRecords 

o 2015:  Gap Analysis 

o 2015 – 2016:  Pilot Project 

 
 

 



Gap Analysis  

Ç Understanding the current state of RM at SU 

 

Ç Environments Assessed: 

o Academic and Support Environments (incl. IT) 

 

Ç Modus Operandi  

o One-on-one meetings 

o Workshops 

o Records Management Maturity Model 

 
 

 



THINK OUTSIDE THE BOX 

Level 1 
Initial  

Level 2 
Replication 

Level 3 

Definite 

Level 4 

Managed 

Level 5 

Optimized   
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RM Maturity Assessment Model  



SUN RM Maturity Assessment  

THINK OUTSIDE THE BOX 11 
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Gap Analysis: Key Findings  

Ç No Central Governance Body 

 

Ç No Formal Strategy or Policy 

 

Ç No Formal Retention and Disposition Schedule 

 

Ç Lack of Awareness re. risks concerning information 
security  with institutional records 

 
 

 



Gap Analysis: Key Findings  

Ç Silo Approach 

 

Ç Multiple document management solutions 

 

Ç Master Data Management Strategy do not include  
a taxonomy and classification definition, relating to 
records 

 

Ç No consistent current institutional wide view on  
applicable regulations and legislation regarding RM 

 
 

 



Pilot Project  

DEPARTMENTS: 

LEGAL, STUDENT APPLICATIONS, 

FINANCE 

RM STRATEGY & 
POLICY DESIGN 

Strategy 
development: 
Records 
Management; as is 
and future state 
goals for both 
physical and 
electronic record 
keeping.  
 

PHASE 2 

FILE PLAN 

DESIGN 

WORKSHOPS 

During this phase 
we invited 
representatives 
from each 
department to 
share record 
types, processes 
and ownership of 
records.  
 

PHASE 4 PHASE 1 

APPOINTMENT OF 

PROJECT 

TEAM(S) 
Internal & 

External Project 

Task and Steering 

Committee 

appointed. 

 

RECORDS 
AUDIT 

High Level audit of 
physical and 
electronic records 
received or  
generated by staff. 
Analysis of record 
types, drafting of 
Master Records 
index and Retention 
Schedule. 
 

PHASE 3 

FILE PLAN 

FEEDBACK  

The first of many 
feedback 
sessions to 
ensure users of 
the File Plan are 
comfortable with 
the Design 
Methodology and 
folder structures. 
 

PHASE 5  

WHERE ARE 

WE NOW? 



Pilot Project: Objectives  

Ç RM Governance Structure. 

Ç RM Policy, Strategy and Procedures 

Ç Master Records Index and File Plan  

o including a taxonomy, minimum metadata and file 
naming conventions. 

Ç Standardized Folder Structure and User-interface  

Ç Retention Schedule and Vital Records Protection Plan. 

Ç Key Performance Indicators (KPI) for measuring RM 
practices. 

 
 

 



Pilot Project: Modus Operandi  

Ç Interviews  

o 30 days 

o 10 divisions within the three departments 

o 84 staff members 

Ç Analysis of hard drives, C:/ and Network 
drives 

Ç Physical Records Analysis 

o Historical records discovered 

Ç Record Type identification 

o 25 000 types 

 

 

 
 

 



maintains, protects, retains, disposes  

records and research information  

in accordance with  

operational needs,  

governmental regulations, 

international standards,  

fiscal and / or legal requirements and,  

historical and reference purposes.   

 

 
 

SU Records Management Policy  



Pilot Project: File Plan  

 
 

 

INSTITUTIONAL 
DOCUMENTS AND 
RECORDS 

SUPPORT FUNCTIONS 

1 FACILITIES, BUILDING, GROUNDS AND COMMERCIAL MANAGEMENT 

2 FINANCE MANAGEMENT 

3 HUMAN RESOURCE MANAGEMENT 

4 INFORMATION MANAGEMENT 

5 INSTITUTIONAL COMMUNICATIONS AND CLIENT EDUCATION 

6 INSTITUTIONAL DESIGN & MANAGEMENT 

7 LEGAL SERVICES MANAGEMENT 

8 PROCUREMENT MANAGEMENT 

9 SAFETY HEALTH ENVIRONMENT MANAGEMENT 

10 SECRETARIAL 

12 STATUTORY GOVERNANCE AND COMPLIANCE 

LINE FUNCTION 

13 STUDENT ADMINISTRATION 



Conclusion  

KEEP CALM 

AND DO 

RECORDS 

MANAGEMENT 



Dankie 
Thank you 
Enkosi 


