
AGENDA of the 
Portfolio Committee : Management Services 
7 July 2022 
(Also the agenda for the Mayoral Committee Meeting : 25 July 2022) 
 
 
2. 
REVIEW:  RECORDS MANAGEMENT POLICY 
 
2/B 
H van Tonder Manager:  Council Support Services 
9 June 2022 (028) 313 8037 
 

1. Executive Summary 
 

To obtain Council’s approval for the Records Management Policy that has been 
reviewed and approved by the Western Cape Archives and Records Service 
(WCARS). 

 
2. Service Delivery and Budget Implementation Plan - IGNITE 

 
Directorate:  Management Services 
Department:  Council Support Services 

 
3. Compliance with Strategic Priority 

 
Provision of democratic, accountable and ethical governance 

 
4. Delegated Authority 

 
None  

 
5. Legal Requirements 

 
Provincial Archives and Records Service of the Western Cape Act, 2005 (Act 3 
of 2005) 

 
6. Background/Discussion 

 
The Provincial Archives and Records Service of the Western Cape Act, 2005 
(Act 3 of 2005) requires the Municipality 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. 

 
In order to give effect to the abovementioned Act, Council approved the Records 
Management Policy on 23 September 2009. 

 
The WCARS developed the Records Management Policy of the Western Cape 
Governmental Bodies 2017 (Policy) and after several revisions signed the 
mentioned Policy on 14 February 2022.   The Policy is a guideline for all client 
offices and WCARS indicated that all offices need to align their policies 
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accordingly.  WCARS approved the Municipality’s reviewed Records 
Management Policy on 17 May 2022.  Approval letter attached as Annexure B. 

 
This Records Management Policy will ensure that the records, irrespective of the 
format or medium thereof, that are received by the Overstrand Municipality in the 
performance of its functions and in the execution of its activities, are managed in 
such a manner that it will promote good governance and complies with 
appropriate legislature.   

 
7. Financial Implications 

 
None 

 
8. Staff Implications 

 
None 

 
9. Comments from other Departments, Divisions and Administrations 

 
The draft policy was circulated to the Chairperson:  Management Services 
Portfolio Committee and Director:  Management Services before submitting 
same to Western Cape Archives and Records Service. 

 
10. Annexures 

 
Annexure A: Records Management Policy 
Annexure B: Western Cape Archives and Records Service’s approval letter 

dated 17 May 2022 
 

RECOMMENDATION TO THE COUNCIL:  
  
that the reviewed Records Management Policy be approved. 

 
 
RESPONSIBLE OFFICIAL : H VAN TONDER 
 
TARGET DATE FOR IMPLEMENTATION : 5 AUGUST 2022 
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2. 
REVIEW:  RECORDS MANAGEMENT POLICY 
 
2/B 
H van Tonder Manager:  Council Support Services 
9 June 2022 (028) 313 8037 

 
THIS MATTER SERVED BEFORE THE JOINT PORTFOLIO COMMITTEE ON 
7 JULY 2022, WHICH COMMITTEE RECOMMENDED AS FOLLOWS: 
 
RECOMMENDATION TO THE COUNCIL:  
  
that the reviewed Records Management Policy be approved. 
 
 
RESPONSIBLE OFFICIAL : H VAN TONDER 
 
TARGET DATE FOR IMPLEMENTATION : 5 AUGUST 2022 
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