
WESTERN CAPE EDUCATION DEPARTMENT (WCED)

POLICY AND PROCEDURE REGARDING OFF-SITE STORAGE OF WCED RECORDS

The off-site storage of records are subject to the National Archives and Record Service of
South Africa Act, 1996 (Act 43/1996), as amended, and the regulations promulgated in terms
thereof. The following requirements must be met and procedures must be followed before
WCED records can be stored at an off-site facility:

1. Governmental bodies may not use off-site facilities to store their records without the
written approval of the National Archivist.  In order to accommodate this process, Ms ME
Erasmus will administer the off-site storage of records for the WCED.

2. The National Archives and Records Service's Records Management Division will inspect
all off-site facilities.  This is done to determine the suitability of the facility for the storage
of public records.

3. Records that are stored off-site remain the property of the WCED. The governmental
body may never renounce its responsibility to ensure that the records are stored under
archival conditions.  If a governmental body transferred records to an off-site facility and
the National Archivist is of the opinion that public records are not being managed properly
by the facility, he/she can require that the records should be moved to another storage
facility.

4. The records manager will ensure that no public records are transferred to off-site storage
facilities without the permission of the National Archives and Records Service.  The
records manager, in conjunction with the National Archives and Records Service's
Records Management Division, will inspect the off-site facility before any records are
transferred.

5. The attached checklist will be used to inspect off-site facilities.

6. The record manager should notify the National Archivist when such inspections are
planned and should submit copies of the inspection reports to the National Archivist.

7. Institutions must ensure that off-site facilities meet the requirements of the National
Archives and Record Service Act.

8. The records manager must ensure that no records are transferred, whether permanently
or temporarily, to any person or institution outside of government.

The above-mentioned procedures should be strictly adhered to when a governmental body
decides to store their records at off-site storage facilities.


