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1. POLICY OUTLINE

	Policy Title:
	Records Management and Retention Policy 

	Version:
	2

	Relevant Legislation:
	Constitution of the Republic of South Africa, Act 106 of 1996) 
Electronic Communications and Transaction, Act 25 of 2002
Gauteng Propeller Act,5 of 2005
National Archives and Records Service of South Africa, Act 43 of 1996
National Archives and Records Service of South Africa Regulations
National Archives and Records Service of South Africa, Act 43 of 1996
National Archives and Records Service of South Africa Regulations
Promotion of Access to Information, Act 2 of 2000
Promotion of Administrative Justice, Act No 3 of 2000
Protection of Personal Information, Act 4 of 2013
Public Finance Management Act, No 1 of 1999

	Related Policies:
	All policies of the Gauteng Enterprise Propeller.

	Policy Owner:
	General Manager: Corporate Support and Administration

	Responsible
Person:
	Assistant Manager: Facilities

	Contact Officer:
	Assistant Manager: Facilities

	Approval Authority:
	Board of GEP

	Review Period:
	The policy shall be reviewed at least every three (3) years or as and when there are changes in legislation and / or internal organizational arrangements.





2. ABBREVIATIONS
2.1 AC refers to the Audit Committee;
2.2 ARGC refers to the Risk and Governance Committee
2.3 CEO: refers to the Chief Executive Officer;
2.4 GM R & A: refers General Manager Risk and Audit
2.5 GM CS&A refers to General Manager Corporate Support & Administration
2.6 GEP: refers to Gauteng Enterprise Propeller;
2.7 GM: refers to General Manager;  
2.8 PFMA: refers to the Public Finance Management Act

3. DEFINITIONS
	Term 
	Definition

	Accounting Authority
	The Board of GEP

	Act
	Gauteng Enterprise Propeller Act, No. 5 of 2005

	Authentic records
	Authentic records are records that can be proven to be what they purport to be. They are also records that are considered by the creators to be their official record

	Board
	The governance body established in terms of section 7 of the Act and contemplated in subsection 49(2)(a) of the PFMA

	Board Committees
	means all Board Committees constituted from time to time;

	Business Unit
	A main functional unit (division) in GEP, such as Office of the CEO, Finance; Risk and Audit, Corporate Support and Administration, Investment Management; Strategy, Monitoring and Evaluation and Company Secretariat

	Disposal
	The action of either destroying/deleting a record or transferring it into archival custody

	Electronic records
	Information which is generated electronically and stored by means of computer technology. Electronic records can consist of an electronic correspondence system and electronic record systems other than the correspondence system

	Employee
	An official appointed to a post in the GEP (regardless of the period of appointment), including a person seconded (internally or from externally) to a post in the GEP. To avoid doubt, consultants as contemplated in the National Treasury Instruction: 01 of 2013/2014: Cost Containment Measures and defined in the Guide on Hourly Rates for Consultants, or such amended guidance issued from time to time by the Department of Public Service and Administration or the National Treasury, are excluded from this definition

	Executives
	means all executive managers who are direct reports of the CEO, including CFO; COO; GM: Strategy Monitoring and Evaluation; GM: Corporate Support and Administration, and GM: Risk and Audit.

	File plan
	Pre-determined classification plan by which records are filed and/or electronically indexed to facilitate efficient retrieval and disposal of records

	GEP
	The juristic person established in terms of section 2(1) of the Act

	Archives
	records that are in the custody of an archives repository or records center

	Non-archival records
	Records with a short lived interest or usefulness

	Policy
	A policy directed at governing the corporate focus of GEP with a specific functional connection, describing related administrative, technical or operational aspects

	Functional Unit
	means a unit within a Department, tasked with the performance of one or more specific tasks, actions or activities relating to a particular output or objective, e.g. the Promotions Unit within the Marketing Department.

	Function
	means a task, actions or activities that have to be planned and undertaken in pursuance of a GEP objective, outcome or output.

	Department
	means a grouping of one or more Functional Units within a Business Unit, e.g. the Marketing Department within the Corporate Support and Administration Business Unit.

	Delegation
	means the allocation of a Power conferred or a duty imposed on a PF to a DO. To “delegate” or “Delegated” means to entrust a Power or duty to a DO or a Sub-Delegated Do. The DO or Sub-Delegated DO acts as an agent of the PF. Delegation of a Power does not divest the PF of the responsibility concerning the exercise of the Power;

	Public records
	A record created or received by a governmental body in pursuance of its activities, regardless of form or medium

	Disposal authority
	A written authority issued by the National Archivist specifying which records should be transferred into archival custody or specifying which records should be destroyed/deleted or otherwise disposed of.

	Record
	· Recorded information regardless of form or medium.
· Evidence of a transaction, preserved for the evidential information it contains

	Records management
	Records management is a process of ensuring the proper creation, maintenance, use and disposal of records throughout their life cycle to achieve efficient, transparent and accountable governance

	Retention period
	The length of time that records should be retained in offices before they are either transferred into archival custody or destroyed/deleted







4. POLICY STATEMENT
All records created and received by GEP shall be managed in accordance with the records management principles contained in the National Archives and Records Service of South Africa Act 43 of 1996. The following broad principles apply to the record keeping and records management practices of the Company:
· The company follows sound procedures for the creation, maintenance, retention and disposal of all records, including electronic records.
· The records management procedures of GEP comply with legal requirements, including those for the provision of evidence.
· GEP follows sound procedures for the security, privacy and confidentiality of its records.	Comment by Gloria Sedumedi: We do not mention how will this be achieved in this policy.  I have added a section on security 
· Electronic records in the Enterprise are managed according to the principles promoted by the National Archives and Records Service of South Africa Act.

GEP has performance measures for certain records management functions and reviews compliance with these measures.

5. PURPOSE 
1. 
2. 
3. 
4. 
5. 
Section 13 of the National Archives and Records Service of South Africa Act, 1996 requires the GEP to manage its records in a well-structured record keeping system, and to put the necessary policies and procedures in place to ensure that its record keeping and records management practices comply with the requirements of the Act.

The purpose of this policy is to provide clear guidelines and ensure that full and accurate records of all activities and decisions of GEP are managed and retained or disposed of appropriately, and in accordance with relevant legislation for records management practices within GEP in the creation, maintenance, retention and disposal of all records, including electronic records. 
	 
The key objectives of the Policy are as follows:
 
(a) To promote effectiveness and efficiency in the creation, maintenance, storage retrieval and disposal of records for GEP;
(b) To ensure preservation of records of permanent value;
(c) Promote proper classification and storage of records
(d) To support both protection of privacy and access to information; and
(e) To ensure accessibility, accountability and good governance in the Public Service

Records management, through the proper control of the content, storage and  volume of records, reduces vulnerability to legal challenge or financial loss and promotes best value in terms of human and space resources through greater coordination of information and storage systems.

6. OBJECTIVES
Information is a resource of the same importance to good management as other standard resources like people, money and facilities. The information resources of GEP must therefore be managed as a valuable asset. Appropriate records management is a vital aspect of maintaining and enhancing the value of this asset. The Enterprise considers its records to be a valuable asset.

This Policy seeks to ensure that the records created or received by GEP in exercising its functions and in pursuance of its activities, regardless of form or medium, are managed in such a manner that it will promote good governance and adherence to the relevant legislation.

6. 
7. SCOPE OF APPLICATION
This policy applies to the following categories: 

1. All employees of GEP including students and interns 
2. Temporary employees of GEP 
3. Volunteers working for GEP 
4. Visitors and members of the public entering GEP premises or officially interacting with GEP
5. Tenants and strategic partners located on GEP premises.

7. 
8. FILE PLAN
Only the file plan approved and implemented on the date approved by the CEO shall be used for the classification of correspondence records. The file plan shall be used for the classification of paper-based and electronic (including e-mail) records.		
8. 







9. ROLES AND RESPONSIBILITIES	
9.1	Chief Executive Officer / Information Officer
The Chief Executive Officer of GEP is ultimately accountable for the record keeping and records management practices. Towards the execution of this responsibility, the CEO shall: 
· Ensure the safe custody of GEP’s records until such records are disposed of in terms of this policy or transferred for archiving.
· Approve the requests for information in terms of the Promotion of Access to Information Act

9.2	Deputy Information Officer (GM CS&A)
· The Deputy Information Officer shall perform duties in terms of the Promotion of Access to Information Act and Protection of Personal Information Act as delegated by the Information Officer.

9.3	Executives Heads of Departments
· Heads of Departments are responsible for the implementation of this policy in their respective units.
· Heads of Departments shall lead by example and shall themselves maintain good record keeping and records management practices.
· Heads of Departments shall ensure that the management of records including e-mail is a key responsibility of all the staff members in their respective units

9.4	Assistant Manager Facilities (Records Manager) and Deputy Information Officer (GM CS&A)
· Shall implement and monitor this policy.
· Promote the acceptable record keeping and records management practices
· Determine the records retention periods in consultation with the users and taking into account the functional, legal and historical need of the Company to maintain records of transactions.
· Manage the volume of documents that are being filed and determine whether the disposal instructions and retention periods are being applied thoroughly  

9.5 	Manager Information Communications and Technology (ICT)
· Maintain day-to-day electronic systems that stores records
· Work in conjunction with the Records Manager / Information Security Officer to ensure that public records are properly managed, protected and appropriately preserved
· Ensure that all electronic systems capture appropriate systems generated metadata and audit trail data for all electronic records to ensure that authentic and reliable records are created
· Ensure that back-ups are stored in secure off-site environment
· Ensure that systems that manage and store records are virus free.



10. [bookmark: _Hlk95137904]IDENTIFICATION OF RECORDS
All records (regardless of form or medium) created or received by GEP in pursuance of its activities including electronic records, for example official e-mails are public records, and these records must be managed in accordance with this policy .  Public records which are stored must be classified so that they are easily traceable and accessible 

11. MAINTENANCE OF RECORDS
The maintenance of records will be the responsibility of Records Manager and or Information Security Officer.

12. SECURITY
12.1 Access Control
12.1.1	In order to create an optimal information and records security environment, a system of security measures would be essential.  In this regard, access and movement would be prerequisite elements for an effective security system 

12.1.2 The electronic record management software must be able to control or limit access to records
12.1.3 The electronic record management software must provide the functionality to record all events that affect the records to make it possible to track authorized and unauthorized deletion of records  
 

13. RETENTION PERIODS
No public records may be destroyed, erased or otherwise disposed of without prior written authorisation from the National Archivist, to be obtained by the Records Manager. All paper-based records of archival value must be kept for a period of 20 years before they are transferred to an archives repository, unless agreement on a shorter retention period is reached with the National Archivist.

Subject to the written authorization of the National Archivist as contemplated in section 13 (2)(a) of the National Archives of South Africa Act, 1996, (Act No. 43 of 1996), the Chief Executive Officer may dispose of any document after:
(a) an electronic image has been made of such document; and
(b) the authenticity of the electronic image such document has been certified by GEP

Electronic records with archival value can either be transferred to an appropriate archives repository for permanent preservation as soon as possible after the creation thereof or at such a time specified  by the National Archivist or in a proven archival medium such as paper or microfilm. GEP may also preserve their own archival electronic records and maintain their functionality permanently.

Factors such as transparency, accountability and legal obligation shall be taken into consideration when determining retention period for the non-archival records. Annexure A shows the retention periods that will be applicable for GEP for non-archival records.

14. POLICY MANAGEMENT AND REVIEW
The Policy will be reviewed every three (3) years  and reviewed as and when there are changes in the business environment informed, for example change in the Treasury Instructions, Gazette, etc.
· Interim changes might be approved by the Executive Committee if they are not material. Material changes must be approved by the Board. 
· Stakeholders are advised to access the Agency’s website periodically to keep abreast of any changes to the Policy. 
· Where material changes take place, stakeholders will be notified directly, or changes will be updated on the website.



15.   PROTECTION OF PERSONAL INFORMATION 

14.1 Officials of the GEP when handling PEP information must at all times ensure that Personal Information is protected, secured and processed, collected, used, stored, distributed, modified, destroyed and, or deleted in a manner that does not infringe the common-law or statutory rights of individuals. GEP officials shall also comply with, amongst others, the Code of Ethics, Code of Conduct, Internal and External Communication Policy, compliance Information Policy, Protection of Personal Information Policy and Promotion of Access to Information Policy oonce implemented.
14.2 Officials of the GEP must at all times ensure that Personal Information is protected, secured and processed (collected, used, stored, distributed, modified, destroyed and, or deleted) in a manner that does not infringe the common-law or statutory rights of individuals. 
14.3 GEP shall safety retain and/or destroy CVs and, or, Personal Information of unsuccessful candidates for a definite period as stipulated in  the Records Management Policy 


16.  NON - COMPLIANCE

Non-compliance with this policy or any applicable regulatory requirement through any deliberate or negligent act or omission, including allowing any staff, either expressly or impliedly, not to comply with this policy or any applicable regulatory requirement, will be dealt with in terms of the GEP’s disciplinary policies and procedures.

17. POLICY EFFECTIVE DATE

This policy comes into effect on the date when approval of this policy is communicated to GEP staff via e-mail, provided that if the e-mail communication does not fall on a business day then the policy comes into effect on the first day following the date on which the e-mail communication was sent.

18. POLICY MANAGEMENT AND REVIEW

This policy shall be managed and reviewed as and when there are changes in the business environment informed, for example change in the Treasury Instructions, Gazette, etc.
N.B. Executive and Senior Management must also be responsible for Record Management and ensure that the management of records is a key responsibility in the Performance Agreement of all staff in their units 

18. APPROVAL

 The Board, in terms of section 14 of the Act; and section 56 of the PFMA approves the Policy 


	TITLE
	SUBMISSION/
SUPPORT/

RECOMMENDATIO/
APPROVAL
	NAMES
	SIGNATURE
	DATE 


	GM: RISK AND AUDIT
	
	
	
	

	CHIEF EXECUTIVE
OFFICER
	
	
	
	

	ACC CHAIRPERSON
	
	
	
	

	BOARD CHAIRPERSON
	
	
	
	
































Annexure A – GEP retention periods for non-archival records

	Type of records
	Legislation
	Retention period

	Personal Information
	Protection of Personal Information Act
	Once purpose of collection has been achieved unless:
· Retention is required by law
· Data subject has consented
· Responsible party requires record for lawful purposes

	General ledger and cash books or similar records
	Treasury Regulations, Regulation 17(2)
	15 years

	Company incorporation documents
	Companies Act
	Indefinite

	Main transaction summary records, including general journals and transaction summaries
Internal audit reports
System appraisals
	Treasury Regulations, Regulation 17(2)
	10 years

	Supplementary accounting records, including, for example, cash register strips, bank statements and time sheets
	Treasury Regulations, Regulation 17(2)
	5 years

	Details of any promotions regarding sale of goods
	Consumer Protection Act
	3 years

	All personal data which has become obsolete
	Electronic Communication and Transaction Act
	Destroy

	Personal information and the purpose for which the data was collected must be kept by the person who electronically requests, collects, collates, processes or stores the information
	Electronic Communication and Transaction Act
	As long as information is used, and at least 1 year thereafter

	A record of any third party to whom the information was disclosed must be kept for as long as the information is used
	Electronic Communication and Transaction Act
	As long as information is used, and at least 1 year thereafter

	Health and safety committee recommendations
	Occupational Health and Safety Act, 85 of 1993
	3 years

	Records of all asbestos inventories, risk assessments, air monitoring results, medical surveillance reports, disposal certificates and clearance certificates (Hazardous Chemical Substance Regulations)
	Occupational Health and Safety Act, 85 of 1993
	Min of 50 years

	Records of risk assessments and air monitoring results (Hazardous Chemical Substance Regulations)
	Occupational Health and Safety Act, 85 of 1993
	40 years

	Written particulars of employee must be kept after termination of employment
	Basic Conditions of Employment Act, 75 of 1997
	3 years after the termination of employment

	Employment equity plan and other records relevant to its compliance with this Act
	Employment Equity Act, 55 of 1998
	5 years after expiry of the plan

	Financial Statements of Council and Trade Unions including minutes of meetings
	Labour Relations Act, 66 of 1995
	3 years

	Details of any strike, lock-out or protest action involving its employees
	Labour Relations Act, 66 of 1995
	Indefinite

	Records for each employee specifying the nature of any disciplinary transgressions, the actions taken by the employer and the reasons for the actions
	Labour Relations Act, 66 of 1995
	Indefinite
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Marshalltown, Johannesburg 188 Victoria Street, Germiston 22 Hertz Boulevard Krugersdorp 221 Van der Walt Street

Telephone: 011 085 2002 Telephone: 011 821 2870 Vanderbijlpark Telephone: 011 950 9870 Pretoria Central

Fax: 011 834 6702 Fax: 011 821 2886 Telephone: 016 910 1200 Fax: 011 950 9886 Telephone: 012 323 4205
Fax: 016 910 1216 Fax: 012 323 4207

HEAD OFFICE 6t Floor, 124 Main Street, Marshalltown, Johannesburg, Telephone: 011 085 2001, Fax: 011 388 4010, Website: www.gep.co.za

DIRECTORS Dr. P Matseke (Chairman), Ms. P Twala-Tau (CEO), Ms. K Onuoka (Company Secretary)
Dr. T Mazwai, Mr. T Sithole, Ms. M Mutlaneng, Mr. J Ngcebetsha, Mr. D Ndlovu, Mr. K Mkhonza

GAUTENG

GEP is an authorised Financial Service Provider and Registered Credit Provider. Registration Number: NCRCP3669 REPUBLIC OF SOUTH AFRICA





