






















































































project, resulted in more than 375 linear metres of
inactive and closed files being sorted, listed, boxed
and transferred to the new Records Centre. Nearly
100 linear metres of records which no longer had any
value were destroyed. This timely action enhanced
programme credibility, as it gave the central registry
some room, and released space used previously for
storage of dormant files for offices urgently required by
the Bursary. Also at Mona, which committed
resources to the programme before the other two
Campuses, an omnibus schedule for the records of
University and Campus Committees and Boards of
Faculties has been prepared. Based on a thorough
survey, analysis and appraisal, a schedule for diverse
series of subject files should be ready for
implementation in early 1997.

As the filing systems on all three Campuses are
similar, these retention and disposition schedules can
be easily adapted for use at Cave Hill and St.
Augustine. Schedules for student files and financial
records which can be adjusted for use throughout the
institution are on the 1996/97 agenda for Mona and St.
Augustine respectively.

Once Registry and Bursary records are scheduled, the
focus will shift to doing likewise for the records in
Faculties and Departments. Concentrating on the core
administrative records first puts programme staff in a
more advantageous position to ascertain which
Faculty and Departmental records can be destroyed,
and to identify which ones are needed to complement,
augment and fill gaps, thereby ensuring that a more
balanced and complete documentary record is
preserved.

Scheduling records was not the only programme
priority. Another was to introduce an automated data
base management system to document, support and
streamline the performance of archival, records
management and related functions and services.
Technological solutions are very much in vogue, but
they are not a panacea, and have been known to be
fraught with as many, or more, problems than they
were designed to solve.

This begs the question, what were the reasons or
deficiencies that prompted the designation ‘of
automation as one of the top ARMP priorities? Prior to
1991, some progress had been made in automating
more contemporary student records and financial
records such as payroll, but all of the control and

indexing mechanisms for managing core
administrative records in Campus central registries,
especially at Mona, were still antiquated and
redundant manual systems, that were on the verge of
collapse.  Instead of trying to rely .on band-aid
solutions to patch up these terminally ill paper-based
systems, it was patently obvious that automation was
the only viable way to go, even though it entailed
dramatic changes, extensive retrospective data entry
and staff training.

It would have been counter-productive to perpetuate
obsolete and inherently inefficient manual systems,
with their excessive duplication and labour
intensiveness, and to introduce paper based systems
where none existed. As many elements of the
scheduling process and records centre operations are
prime candidates for automation, it would have been
financially irresponsible to put in place elaborate
manual systems destined for conversion and
replacement. Compared with manual finding aids,
automation would enable the Archives-to improve and
expand intellectual control over and access to its
holdings. Furthermore, archivists who choose to
ignore or resist the realities of the automated
information age, will before too iong be "relegated to
the antiquarian curatorial role we have heretofore
rejected as a misplaced "popular" notion of what an
archivist does for society".10. Moreover, as customer
complaints about the manual systems were so
pervasive and the level of dissatisfaction so
widespread, the climate was right to sell automation.

The automated system had to possess certain
characteristics and capabilities if it was to be an ARMP
cornerstone. In this respect programme structure,
objectives and functions determined software
requirements. The approach to automation was
influenced if not governed by a number of guiding
principles and crucial operational imperatives
concerning selection of suitable system software, and
some of the key ones were use of.

- the same software and system for University
Centre and all three Campuses for
programme compatibility and standardization,

- a single affordable software for ail the core
functions and ancillary support services
involved in the management of the entire life-
cycle of records,
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