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Abstract: Recognizing that its employees are its most valuable resource and are entitled toquality internal communications, 
it is the policy of the Government of Nova Scotia tokeep government employees informed and up-to-date about government 
initiatives,departmental plans and progress, human resource developments, and overallgovernment progress through a 
comprehensive internal communications process.After studying 10 international companies andconducting an exhaustive 
literature review,Deloitte &Touche identified four communicationrelatedfactors that help organizations achievetheir 
goals.Archives and records management is based upon the records series concept and twoprimary principles, the "records 
life cycle" and "records appraisal." The basic unitused in all discussions of records management and all records retention and 
disposition schedules is the record series. A record series is a group of records or documentswhich may be filed and 
maintained together as a unit throughout the life cycle. Recordsin a series are related because they result from the same 
function, the same activity,have the same or a similar form, have similar or related contents, or because ofsome other 
relationship arising out of their creation, receipt, or use. Because of this,records series are filed together.  
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I. INTRODUCTION 
 
Management of Human ResourcesImproved human 
resource management is central to good policy 
management ingovernment. Yet, in many countries 
paper-based personnel files are incomplete 
anddifficult to access. Although public sector reform 
programs typically include asignificant reduction in 
the size of the public service, governments are unable 
to find thebasic information needed to accomplish 
this task, such as accurate staff numbers, detailsof 
their grades, and location or dates of appointment. 
Moreover, as governments focus attention on 
improving the incentive structure of thecivil service, 
the need for accurate and complete records becomes 
more critical. Forexample, performance-related 
human resource management – designed to reward 
themost competent staff and penalize poor performers 
– is dependent upon informationabout the present and 
past performance of individuals. This information is 
not accessibleif the relevant records cannot be 
located.Computerization will undoubtedly facilitate 
the retrieval of personnel information. At the same 
time, unless there is a very well developed capacity to 
manage electronic records aslegally verifiable 
evidence of entitlements, contractual obligations, 
policies, ortransactions for the period required, a 
mixed media, paper/electronic, human 
resourceinformation system is essential.  
 
II. GENERAL MANAGEMENT  
 
Within the records administration there is a clear 
management structure. The director ofthe archival 
institution reports to the head of the records 
administration. The director,together with department 
heads and regional office directors, form a 

management team. The overall strategy for the 
archival institution is drawn up by the head of the 
recordsadministration and director of the archival 
repository in consultation with themanagement team. 
It is then the duty of the director of the archival 
institution, withassistance from the heads of 
departments and regional 2 archives, to develop the 
strategyinto plans and programmes. These plans and 
programmes will then be converted intoprojects for 
departments, groups of staff or individual staff 
members.  
National, regional and individual programmes should 
all be documented and agreed atthe beginning of each 
new year.All programmes, whether corporate and 
individual, should be monitored informally on aday-
to-day basis; there should also be a formal monitoring 
process, with minutedmeetings at least four times a 
year.  
Regional office programmes should be monitored at 
quarterly meetings, including thedirector of the 
regional office and senior staff. Individual projects 
should also bemonitored. All monitoring should be in 
accordance with government or 
corporateregulations.Along with details of their 
individual projects, all members of staff should be 
givenwritten job descriptions, showing clearly what 
duties they are expected to carry out.  
 
III. REPORTS  
 
All departments and regional offices will supply 
reports for inclusion in the archivalinstitution‘s 
annual report. There should be an annual cycle of 
submission dates for thedevelopment of the report. 
One member of staff will be responsible for 
communicatingthe submission dates at which 
material for the annual report is required and for 
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providingmodels indicating the layout and 
presentation details.  
Statistics and other data for reports will be compiled 
as required. Procedures forcompiling statistics should 
be developed. Information may be compiled on data 
such as• the quantity of archives accessioned by the 
archival institution (counted by box,archive groups, 
series or item as appropriate)  
• the quantity of archives processed (again by number 
of boxes or groups or series  
numbers, as appropriate)  
• the number of requests for information  
• from government offices  
• from in-person researchers  
• from external researchers (by telephone, post or 
other communication).  
• The number of reader‘s tickets issued and visits 
made  
• the number of archival items produced for reference  
• the number of copies certified  
• the number of enquiries received and answered  
• the number of items conserved and repaired.  
Information may also be supplied on such matters as  
• staffing  
• training and staff development  
• significant acquisitions  
• finding aids and publications issued  
• progress in the preservation plan  
• outreach activities  
• exhibitions  
• important visitors/tours  
• talks provided  
• research by staff  
• the number of items conserved and repaired. 3  
 
Technological Dependence  
Electronic records are entirely dependent upon 
technology, both for their creation andtheir storage. 
As a result, they must be managed over time in a 
computerizedenvironment. Given the rapid 
obsolescence of computer hardware and software and 
thedegradation of storage media, the mechanisms for 
the management of electronic recordsrequire a higher 
level of sophistication than is needed to manage paper 
records. Forexample, if digital audio-tapes are chosen 
as the storage medium, records will have to 
betransferred to fresh tapes after five years. Although 
optical disks are much more stable,the software used 
to access and retrieve the data stored on disks is liable 
to becomeobsolete because there are no software 
standards in this area.  
The Importance of Context  
Records are dependent upon the availability of the 
contextual information whichconfirms their 
relationship to administrative and operational 
activities. Unless theelectronic system captures and 
preserves reliable information about who created 
therecord; when, where, how and why; who used it, 
in relation to what function, process oractivity, 

electronic records lose their value as reliable 
evidence.  
 
IV. RECORDS MANAGEMENT ACCESS 
RESTRICTIONS  
 
a. Records with active administrative value will be 
stored in the College Records Management 
repositories whether physical or electronic. These 
records shall only be made accessible to those 
individuals within the originating department who 
have been approved for such access by the 
department‘s Records Custodian. Access by other 
College officials can be arranged on a case-by-case 
basis. No records under the control of Records 
Management are ever shared outside of these 
limitations, especially to those outside of the 
institution accept as required by law.  
b. Stored records may be retrieved from the Records 
Management repository by authorized users, as 
defined above.  
c. Records Management staff will only consult the 
internal contents of individual files or documents in 
Records Management repositories when specifically 
requested to do so by authorized users, as defined 
above.  
 
V. ARCHIVES ACCESS RESTRICTIONS  
 
a. Physical archival records are restricted to onsite 
use at Rauner Special Collections Library.  
b. College archival records, other than widely 
distributed public documents such as catalogs, 
handbooks, publicity photographs, etc., will normally 
remain closed for a maximum period of twenty-five 
years from the date of their creation pursuant to the 
General Restrictions Statement. The opening date for 
access to files spanning several years will be twenty-
five years from the most recent date. Access will be 
given to records already twenty-five years old 
contained within a records series that is not yet open 
only when such material can easily be isolated from 
the rest of the records series.  
Records that are closed for a longer period are the 
following:  
i. Board of Trustees records, including committees of 
the Board, are closed for 50 years from date of their 
creation. 4  
ii. Records of a sitting President are closed. The 
records of past administrations are closed for a period 
of 25 years after the President has left office.  
iii. In accordance with The Family Educational 
Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 
34 CFR Part 99) student records are closed for 75 
years from the date of record creation or until decease 
of the individual, whichever comes first.  
iv. Personnel records are closed for 75 years from 
date of their creation, or until decease of the 
individual, whichever comes first.  
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c. Other records may be restricted for more than 
twenty-five years at the request of the office of origin 
per review of the Records Retention Committee 
and/or the President of the College or a Presidential 
designee.  
d. During the restricted period, the records will be 
available only to the President's Office, the office of 
origin, and the staff of the Archives and Special 
Collections. Consideration will be given for access by 
other offices and departments within the College to 
facilitate administrative functions. Researchers 
unaffiliated with the College may make written 
request for access to the College Archivist. The 
Archivist, in consultation with the appropriate officer 
in the office of origin or the appropriate College 
officer now responsible for the function performed by 
the office of origin, will determine whether access to 
such records will be granted.  
 
e. The records will be made available in accordance 
with the rules and regulations of the Archives, a 
department of the Dartmouth College Library, and 
Federal and State regulations.  
f. This policy will not impinge upon the normal 
administrative uses of College records.  
 
VI. GENERAL RESTRICTION STATEMENT  
 
These restrictions apply even after Archives Access 
Restrictions expire  
The Dartmouth College Archives is committed to 
making research records available to users on equal 
terms of access. This is in accordance with the 
standard professional policy on access adopted jointly 
by the Society of American Archivists and the 
American Library Association (ALA-SAA Joint 
Statement on Access: Guidelines for Access to 
Original and Research Materials, 1994.). Equal 
access does not mean that all records are open to 
research use. It is the responsibility of the Archives to 
balance a researcher's needs for access with the need 
for confidentiality of persons and institutions whose 
activities are reflected in the materials. Consequently, 
the use of some records in the Archives, especially 
those of recent date, are subject to restrictions.  
 
Two types of restrictions exist. Restrictions on access 
that apply to more than one group of records are 
termed "General Restrictions." General restrictions 
are applicable to particular kinds of information or 
designated classes of materials, wherever they may be 
found among the holdings. The other types of 
restrictions are known as "Specific Restrictions." 
These are restrictions specified by the transferring 
office or agency, or donor and apply to a specific 
body of material, sometimes for a specific length of 
time. Information about specific restrictions will be 
found in the deed of gift or accession record that 
covers the body of records to which the specific 
restriction applies. It should be noted that General 

Restrictions supersede Specific Restrictions and may 
cause records that have passed out of a specific 
restriction to remain restricted for extended time 
period.  
 
CONCLUSION  
 
The purpose of the survey could provide the 
employer with valuable insight into the 
workenvironment and factors that may have 
influenced the employee‘s departure in some 5way. 
The results and outcomes of the survey could also 
feed in to the enhancement ofrecruitment and 
retention strategies in the public service for future 
human resourceplanning.  
In the case of the Exit Survey, it is important to avail 
of the opportunity while the employeeis still with the 
public service, while ensuring complete 
confidentiality of the employee‘sfeed back through 
neutral, third-party involvement.Additionally, work 
environment monitoring and support can be an 
effective means fordirectors and executives to 
―know their organizationǁ, the dynamics that exist 
(i.e.interpersonal relationships), and issues that are 
impacting that environment andproductivity.  
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