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INTERNAL AFFAIRS Nj

Te Tari Taiwhenua

Storage Checklist for Onsite Audit

Client: Ministry of Justice
SRO: Bronwen Clifton, Manager Information and Document Man g/ ent (7 >
Date: 26/27 February 2015 < 9

This checklist is a tool for managing risks to records in storage. It can be u§«,d/to2¥ss co pllanc y{h the standard.
Where a requirement is not met, an organisation must assess and treat the stor‘ag rlsks il \Q olved oVér time.

Identification and Control YVES NO S Q
(Applies to all records and archives) /< <3

Records are controlled so that they are able /7\
to be identified and retrieved easily, and to v N &}
prevent damage or loss.

""""

Records are identified and registered in a N i
system which controls and allows efficient | 3
retrieval. \ ) NN

Records are arranged in a meaningful - \7 O \>
sequence to be easily located and re{(e{e\ — g

7
e

Procedures are in place for retri &% ( \ )

handling and re-shelving of rec /LT in /\\:,_‘

returning records to offs:te@gf

<
Inactive records of archlval\yalue)r?.ist e \/
identified so that they(can be toréd / <<? >/
~ N

appropriately. /3 NG !

Facilities
(Applies t0/n\ct} records a/rq\a(}t /s) YES NO Comments

<

ecor g\n\ac Ve yse are:stor
ge/jci\(tt} e/ar <\§;/t

Sto areas allo gaccess to the - T
écqu Qt’(\i}d ers 4 sy <—{Section 9(2)(ba)(||)|

Records e\ﬁi’b\éd\)}l locations which reflect

e)\{( \ ;cs of their format and their v
reténti d

th the New Zealand Building Code

plied at the time of construction and #

assocnated codes and standards, and is

appropriate for use in storing records.
(Building of Warrant of Fitness)

The“b? d\hg in which records are stored
ly

Certificate dated 9 September 2014.

The building in which records are stored must
have adequate drainage systems to prevent v
flooding.

Ministry of Justice 26-27/02/2015



Te Tari Talwhenua

The storage area must be insulated from the

. . v
climate outside.
Storage areas must be protected against v
internal hazards.
N
A building maintenance programme must be v &\ /‘1_7 N
in place. < y> (Q )/3
Protection against Disaster YES NO Corn §\
(Applies to all records and archives) / {z (\/
Disaster management programmes are 7 Disaster manag}mem‘ p?o\ammes available to all
established and maintained to minimise risks. st (f)/\a t\e mt/ne\ \ 7
Records are located as far as gossible from v < 2/) /\QQ >>
natural and man-made hazards. N 7T AN Nz
~ \\ / \4
Disaster management plans and procedures v /.\<\K> blsas{e \}ge ent plan available to all staff via
are in place, kept current and known to staff. - \\/ th{mtr‘an
Staff who are responsible for records are AN \/ N;
trained in emergency procedures to protect . \\_> \}@ Qvyen has completed the training course.
and salvage the records. < N 5 e Y
There is a comprehensive fire protectio B N O ):\x
system and equipment for the bUI|dI K. WV

compliance with the New Zealand, B
code. /

bé
Sprinklers and smoke detectors throughout.

Security

\/ NO Comments
(Applies to inactive recor ang rchives \/
Records are secure ag mc{t\the}t va d\élusq /\/
misuse, or mad\y/} Iesse >
Records whijch c}nﬂn sensith v\’ (Slfled v
mforma/m;\e\c/iéh ifleq and.pr
Access to' re 7o stol E 6ntro||ed and | ,
/e§t bcx to au ?6’(5 e\fy
S\o ra are ar&\frudgr resistant and have 7
an mtru%/agm sh&tem
Shejy 4 pcapins : YES |NO | Comments
(A I/{s Kmact:ve records and archives)
F(}r are protected through appropriate 7
&ﬂga ing and shelving or storage equipment.
Records are to be stored using shelving or
v

equipment appropriate to the format and size
of the items.

Ministry of Justice

26-27/02/2015




Te Tari Taiwhenua

Inactive records of archival value are
packaged in containers which are clean, in
good condition and appropriate to the format
and retention period of the records.

Environmental Control
(Applies to inactive records and archives)

YES

NO

Comments &
ﬁ/\ Ay

Records are stored in environmental
conditions which will ensure they are
preserved for as long as they are required.

Y

Records must be stored away from light.

Magnetic media must be stored away from
magnetic fields.

Storage areas must be kept clean.

AN

they are no longer required.
humidity is never above 60% or below,30%x

JH

idity is not routinely monitored. Given the
\s‘ andard of the building, it is reasonable to assume

RN .
“that the requirements are met.

Records of short-term value must be stored in
Inactive records of archival value must be

| | A
Inactive records of archival valu ’g

conditions which ensure preservation until
stored in conditions where the relative <
ﬂ@/
e is”

Temperature is monitored every three months by
the air conditioning firm. Results were not

stored in conditions where the: m g/ra/t A provided during the audit. Given the standard of
never above 25 degrees ce tj,g/fa <§ 4 the building, it is reasonable to assume that the
Po) = R requirements are met.

N S coKdil 7 y =

?;:ﬁgiii\rlu;fj:ﬁ?or déq,*ffqg(%flzn . ber&q:;, Humidity is not routinely monitored. Given the
b % n/t}, A iod 0\./ v standard of the building, it is reasonable to assume

more than 10 OJ @/2? X7 Periow; of O\/y . that the requirements are met.
a year. g / i

. ; ‘ \ﬂ/ Temperature is monitored every three months by
f‘;:::;? %%Z\S{:Oﬁ%ﬁmg b wr:E:: the air conditioning firm. Results were not

e - e/L@’ d 4 provided during the audit. Given the standard of

h r/ tigr 24-h e
téaf\-z\\oeg \eé Sﬁrjg‘r; . X7 ° our the building, it is reasonable to assume that the
riod or10degrees.Centigl de over a year. .
8 . % { requirements are met.
~ : -
: Temperature is monitored every three months b
ErvisQRInERORcoRgasiia formecoils of the apir c?):ditioninonfirm Ree\;uIZs wtsre not '
archival ¥alde’must be regularly monitored 4 8 )

provided during the audit. There is no routine
monitoring of humidity.

\Snonitoring must be kept.

Ministry of Justice

26-27/02/2015




