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P5
Introduction

It is basically very difficult to stop the occurrence of disasters, but it impact will however be severe if it is not planned for. During 2000 some parts of Limpopo have been devastated by severe flooding. Had that disaster escalated into major disaster which resulted in all Public Works offices affected by water caused by the floods and roof leaks we should be talking something else today.
Public Works vital Records

Vital Records are those records that if destroyed or damaged beyond use the Department will not be able to function without them. The under listed have been identified as vital records for the Department of Public Works:-
	Program


	Specific records identified as vital

	Strategic Human Resources
	Salary records, personnel records, leave records, employee wellness records.

	Strategic Financial Management
	Budget and financial statements, payment vouchers, records of bids committees, revenue receipt books, debts records. Asset Register, Supplier data bases.

	Buildings
	Contracts


	Corporate Services
	Asset Registers, Contracts


	Expanded Public Works Program
	Contracts


	Government Information Technology Office (GITO)
	Contracts, Registers for IT Equipments, Register of files open, Remittance Registers, File plans

	Real estate
	Property Registers, Properties disposal records, Contracts


Risk Analysis

The above indicated vital records for this Department can in one way or another be affected by the under listed risks which may ultimately result in the loss of this information.
	Potential Risk
	Probability
	Effect

	Flood
	High
	High



	Fire
	High
	High



	Earthquake
	Low
	High



	Cyclone
	Low
	High


	Civil unrest
	Low
	Low



	Dust storms
	High
	High



	Water leaks
	High
	High



	Theft 
	High
	High



	Vandalism
	Low
	High



	Pets and insects damage
	Low
	Low



	Light and lightening
	High
	High



	Buildings collapse
	Low
	High




Preventive Actions (Before)
Before the occurrence of the disaster there should be preventive measures in place where possible to either prevent the occurrence or to eliminate the impact. The table below reflects some of the preventive actions.

	Affected Area
	Actions
	Responsibility



	Storage Facilities (Buildings)
	Ensure buildings are not in flammable materials.
Installation and maintenance of fire extinguishers.

Repair all leaks and broken pipes.

Maintenance on plumbing and electrical services.

Put all the necessary signage.

Install counter to prevent unauthorized entries. 
Some selected vital records from Head Office should be identified, copied and stored at the remote offices like District Offices and those from one District to another District and Head Office.
All paper based records be scanned into electronic system and be subjected to continuity plan as per the MSP Projects.

Upgrade filing cabinets/shelves.
Identify outside storage (Private body or one of the away Districts) to serve as a back up for Head Office and visa versa.
	· GM Building Maintenance
· Senior Manager Information and Records

· Manager Records

	People
	Continuous training of disaster planning.
Allocate responsibilities to respond to disaster.

Develop emergency contact list
	Head -  Records


Response and restoration
It will the responsibility of the Information and Records Managers to recommend to the Head of Department that the originals and copies stored outside as a backup be restored and be put back into the Department’s file plans.
In so doing the Records Staff will embark on restorations of the destroyed records and reactivate the filing systems.
Conclusion
It should be noted that disaster planning for information and records in electronic media should be handled as per the dictates of the Master Systems Plan. Further back up should be done in preparation for any other disaster that my follow. 
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