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INTRODUCTION 

The Territory Records Act 2002 (the Act) requires all agencies to have a Records 
Management Program.  

Section 16 of the Act details a number of mandatory elements for such programs. These 
mandatory elements have been explained with more detail and grouped under four 
principles in Territory Records Office Standard for Records Management No.1 - Records 
Management Programs. The purpose of this Guideline is to supplement the Standard in a 
practical way by providing Territory agencies with guidance on how to produce a Records 
Management Program. 

While an agency’s Records Management Program will need to be tailored to its own 
individual needs and circumstances, all Programs must comply with the principles set out 
in the Standard. 

The Act requires agencies to comply with their Records Management Program. 

PURPOSE 

This Guideline is provided to assist all Territory agencies in developing their Records 
Management Programs.  

Section 7 of the Territory Records Act 2002 identifies ACT entities that are classified as 
agencies for the purposes of the Act.  

The following entities are agencies: 
 the Executive 
 the Supreme Court 
 the Magistrates Court 
 the Coroner’s Court 
 the Legislative Assembly Secretariat 
 administrative units 
 other prescribed authorities 
 boards of inquiries under the Inquiries Act 1991 
 judicial commissions under the Judicial Commissions Act 1994 
 royal commissions under the Royal Commissions Act 1991 
 entities declared under the regulations to be agencies, including Directorates. All entities 

made in the future, which fit into one of the categories above, will also be required to 
develop a Records Management Program. Directorates fall into Section 7 (f). 
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WHAT IS A RECORDS MANAGEMENT PROGRAM? 

Records Management Programs are formal documents 

A Records Management Program is a formal document required under Section 16 of the 
Territory Records Act 2002.  It comprises: 
 Introduction;  
 Records Management Policy;  
 Records Management Procedures; and 
 Appendices. 

The Policy and Procedures must detail how an agency will ensure that proper and 
adequate records of its business activities will be made and kept to ensure that it is able to 
conduct its business and fulfil its functions effectively, and that there is sufficient 
evidence of the performance of those functions, which is retained for an approved time. 

In order to do this, an agency’s Program must: 
 identify and describe the agency’s broad recordkeeping requirements within the business 

and regulatory environments in which it operates; 
 identify how it will organise and resource its Records Management Program; 
 specify the nature of the system or systems into which records are to be captured and 

maintained; 
 detail how records are to be cared for and protected from loss, destruction or tampering; 
 specify disposal arrangements for records; and 
 detail arrangements for access to records. 

The contents of each of the four parts of a Records Management Program are discussed 
below. The four parts are: 
 Records Management Program: Introduction 
 Records Management Program: Policy 
 Records Management Program: Procedures 
 Records Management Program: Appendices 

See also:  
Territory Records Office Records Advice No. 41 – What is an agency Records 
Management Program? 
Territory Records Office Records Advice No. 61 – Compliance with the Territory Records 
Act 2002  
Territory Records Office Records Advice No. 62 – Compliant agency Records 
Management Programs 
Territory Records Office Records Advice No. 63 – Managing records during 
administrative change 
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1.0  RECORDS MANAGEMENT PROGRAM: INTRODUCTION 

The Introduction to the Records Management Program deals with the administrative 
handling of the Records Management Program itself. In other words, before getting into 
the detail of records management policies and procedures, stakeholders need to be assured 
that the Records Management Program meets all requirements placed upon it. 

Each section below shows its connection with Territory Records Standard No.1 – Records 
Management Programs. 

1.1  Records Management Programs must be distinct and identifiable (Principle 1 of 
Standard 1) 

Records Management Programs must be clearly identifiable as the agency’s Records 
Management Program. They must therefore be distinct from all other corporate programs 
and policies. Where a Records Management Program consists of more than one part (e.g. 
separate statements of policy and procedure) all parts of the program must be connectable 
and identifiable. 

1.2  Records Management Programs must meet requirements outlined in the Act 
(Principle 1 of Standard 1) 

Records Management Programs must: 
 address all of the elements set out in Section 16 of the Act, including arrangements for: 
 establishing normal practices and procedures for the exercise of functions of the agency 

in relation to its records (normal administrative practice) 
 telling the Directory of Territory Records about any arrangements entered into with an 

entity that is not an agency to carry out any aspect of its records management 
 how the Director of Territory Records may examine the operation of the Records 

Management Program and compliance with the Act 
 reporting on the agency’s compliance with the Act and the Records Management 

Program 
 ensuring proper care of records of the agency, particularly records of archival or 

enduring value 
 preserving records containing information that may allow people to establish links with 

their Aboriginal or Torres Strait Islander heritage 
 the regular review of records to which a declaration under Section 28 applies 
 the Director of Territory Records, if asked by the agency, to provide assistance, advice 

and training to the agency in Records Management 
 review and replacement or amendment of the records management program; and 
 meet all of the requirements set out in the Standards and Codes released by the Director 

of Territory Records under the Act.  

1.3  Records Management Programs must be approved (Principle 1 of Standard 1) 

Records Management Programs must be approved by the Principal Officer of the agency. 
Principal Officers are defined at Section 8 of the Act.  

Section 17 of the Act provides that the Principal Officer of an agency may only approve a 
Records Management Program that complies with the Standards and Codes set by the 
Director of Territory Records.  
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 Section 17(2) allows a Principal Officer to approve a Records Management Program that 
does not comply with an approved Standard or Code only if the Director of Territory 
Records agrees in writing that noncompliance is necessary for the operational needs of 
the agency.  

The Principal Officer can only approve a Records Management Program once the 
elements outlined above have been satisfied. On approval, it should be promulgated 
throughout the agency in such a way that will enable all employees to know and apply its 
contents.  

See also: Territory Records Office Records Advice No. 4 – Principal Officers and their 
responsibilities. 

1.4  Copies of Records Management Programs must be given to the Director of 
Territory Records (Principle 1 of Standard 1) 

Section 17(3) of the Act requires that a copy of all Records Management Programs that 
have been approved by a Principal Officer must be given to the Director of Territory 
Records. 

1.5  Records Management Programs must be available for inspection by the public 
(Principle 1 of Standard 1) 

Section 21 of the Act requires that Records Management Programs must be available for 
inspection by the public. As a minimum, the Programs must be available free of charge: 
 during ordinary working hours at the office of the Principal Officer; and 
 on the Internet and findable using common search terms, by commonly available search 

engines. 

The Principal Officer may also provide for copies of the Records Management Program to 
be available for public inspection at other places and/or on other media. 

Where elements of the agency’s Records Management Program refer to the existence of 
documents affecting relations with the Commonwealth and the States, or affecting the 
enforcement of the law and the protection of public safety which should not be made 
available to the public, the agency may release a modified version of the Program which 
protects this information. This echoes the practice of the Freedom of Information Act 
1989. 

1.6  Records Management Programs must meet administrative directions of 
Government (Principle 1 of Standard 1) 

Records Management Programs must acknowledge, where relevant, administrative 
directions of the Government, and meet these requirements. 

One example may be the importance of records to a knowledge management framework, 
such as was proposed in the report Governing the City State: One ACT Government – One 
ACT Public Service, February 2011. 

Another important example of a Government-acknowledged directions document that 
directly impacts on recordkeeping and Records Management is the report by Enterprise 
Knowledge Pty Ltd, Digital Recordkeeping Pathway, August 2011. 
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1.7  Records Management Programs must include a Records Management Policy 
(Principle 2 of Standard 1) 

For an agency’s Records Management Program to be compliant with legislative 
requirements it should be reliable, systematic and well-managed within a framework of 
consistent and accountable implementation. To achieve this, policies and procedures 
governing recordkeeping matters in the agency should be established and monitored. 

A Records Management Policy, in the form of one or more identifiable policy statements, 
must be authorised by the Principal Officer of the agency, promulgated throughout the 
agency, and be known to all employees. The Policy must be dated and include a date for 
review. The Policy should also allow for review if the agency’s business and regulatory 
environment changes. An example of this could be a machinery of government change as 
part of which an agency gains or loses one or more functions.  

Records Management Policy statements should provide the framework for underlying 
procedures. They should emphasise the agency’s corporate ownership of government 
records: that all records are corporate assets and as such, do not belong to individual 
employees. They should formally define the roles and responsibilities of all employees 
who manage or perform recordkeeping processes. Most importantly, they should establish 
an official position on the making and keeping of full and accurate records of the agency’s 
business activities. 

Standard operating procedures for all staff to follow when carrying out recordkeeping 
tasks should be in accordance with the agency’s Records Management Policy and be 
based on best-practice standards.  

The Policy should make clear that adherence to it by all staff is obligatory. 

The requirements for Records Management Policies are discussed in more detail later in 
this Guideline. 

See also: AS ISO 15489-2002 Information and Documentation: Records Management 
Parts 1 & 2. 

1.8  Records Management Programs must include Records Management Procedures 
(Principle 3 of Standard 1) 

Records Management Procedures specify how the Policy will be implemented. They 
detail the practical requirements of agency recordkeeping and identify responsibility for 
each of the tasks in the recordkeeping process. 

All agencies must have documented Records Management Procedures in place that have 
been authorised at an appropriate level. These Procedures should be dated and 
promulgated throughout the agency and include dates or triggers for review.  

The Procedures must cover all records, in all formats and in all systems, whether 
automated or manual. This includes mail, electronic messages, web pages, and other 
documents made electronically. For instance electronic messages include:  

electronic messages 
electronic document exchange (electronic fax) 
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electronic data interchange (EDI) 
voice mail 
instant messaging 
short messaging services (SMS) 
enhanced messaging services (EMS) 
multimedia messaging services (MMS) 
multimedia communications, e.g. teleconferencing and video-conferencing. 

If required, procedures specifically applying to sensitive records may be included. 

The Procedures must specify the practical arrangements for recordkeeping in the agency 
including arrangements for resourcing the Program.  

The requirements for Records Management Procedures are discussed in more detail later 
in this Guideline. 

1.9  Records Management Programs must be implemented (Principle 3 of 
Standard 1) 

The Records Management Procedures must describe how agencies implement and report 
on their Records Management Program. The Annual Reports (Government Agencies) Act 
2004 sets the framework for annual reporting across the ACT public sector.  The Annual 
Report directions are updated and issued each year by the Chief Minister and Cabinet 
Directorate. They set out the reporting requirements for agencies. The directions require 
that Principal Officers of each Territory agency report on their agency compliance with 
the Territory Records Act 2002 including the implementation and operation of their 
agency Records Management Program. 

An implemented Program is one in which: 
 Records Management is included as a result area in corporate plans and reported on 

where appropriate in the agency’s Annual Report; 
 all of the agency’s records are stored in an appropriate and secure environment; 
 the Principal Officer has responsibility for the Program; 
 Records Management Procedures have been developed and promulgated; 
 the roles, authorities and responsibilities of all agency staff in relation to Records 

Management  are defined and promulgated to all staff; 
 relevant position profiles and duty statements reflect the recordkeeping skills required by 

the agency; 
 training is available for Records Management and general recordkeeping requirements 

and responsibilities; 
 Whole of Government Records Disposal Schedules have been approved by the Director 

of Territory Records under section 17 (1)(b) of the Act and their use is monitored; and 
 performance measurement forms an integral part of the Program. 

Principal Officers are responsible for ensuring that agencies comply with the agency’s 
Records Management Program. 
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1.10 Records Management Programs must be measured and reviewed (Principle 4 of 
Standard 1) 

Principle 4 of Territory Records Office Standard for Records Management No.1 - Records 
Management Programs requires agencies establish review mechanisms and performance 
measures for their recordkeeping and Records Management Programs.  

The Records Management Program must state the indicators against which the agency’s 
recordkeeping activities will be measured. The whole of the Program must be reviewed 
not less than every 5 years, although may be required to be updated as a result of 
administrative changes to the agency. 

Agencies must: 
 include in their Records Management Program indicators against which the agency’s 

recordkeeping activities will be measured; 
 ensure that all essential elements of the Records Management Program, including those 

outlined in Territory Records Office Standard for Records Management No.1 - Records 
Management Programs and those specified in the Territory Records Act 2002, are 
measured; 

 include in their Records Management Program a timetable for review of its elements; 
 demonstrate that Records Management performance indicators are incorporated into 

other areas of the agency’s business reporting framework; and 
 demonstrate that recordkeeping is a key result area in all corporate plans. 

Recordkeeping systems must be regularly audited in order to ensure that they continue to 
comply with regulatory requirements, that they remain relevant to the agency’s needs and 
in order to make improvements to current systems.  

Programs which follow this Guideline and which ensure that all the items in the Checklist 
at Appendix C can be answered with a ‘Yes’ will address all the required elements. 

Measurement, evaluation and review are discussed in more detail later in this Guideline. 
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2.0  RECORDS MANAGEMENT PROGRAM: RECORDS MANAGEMENT 
POLICY 

The Records Management Policy is a formal document that commits the agency to a 
recordkeeping regime that is:  
 compliant with legislative requirements 
 reliable 
 systematic and well managed; and  
 provides the framework for underlying recordkeeping procedures.  

A Model Records Management Program has been provided as an appendix to this 
Guideline. 

Records Management objectives should also be included in the Policy document. For the 
Records Management objectives of an agency to be achieved it is important that they are 
translated to a high level Policy that outlines the principles and objectives for effective 
agency Records Management. Broadly, the Policy should: 

 acknowledge records as a vital agency asset; 

 acknowledge effective Records Management as a fundamental function of agencies and 
the responsibility of all agency staff; 

 outline the main objective of Records Management and indicate how effective 
recordkeeping will assist the agency to achieve its core objectives; and 

 outline the core principles for effective recordkeeping within the agency. 

2.1  What should a Records Management Policy include? 

2.1.1  A commitment to adhere to the requirements of the Act 

Section 16(6) of the Act requires agencies to comply with their Records 
Management Programs and Section 13 requires Principal Officers to ensure that 
their agency complies with the Act. The Model Records Management Program 
appended. 

A Records Management Policy should include a commitment by the agency to 
adhere to the requirements of the Territory Records Act 2002. 

2.1.2  A requirement for agencies to make and keep full and accurate records 

Section 14 of the Act requires agencies to “make and keep full and accurate 
records” of their activities. This requirement is not just about complying with the 
Act, rather it enables agencies to conduct their business more effectively by 
documenting the requisite business processes. It also promotes continuity of 
operations, better interaction with clients, better quality control and more informed 
decision-making. Full and accurate records also provide evidence of an agency’s 
activities for accountability and legal purposes and to meet community 
expectations. 

The Policy should point out the paramount importance of good recordkeeping in 
achieving agency outcomes and establishing an official position on the making 

http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf


 

July 2012  12 

and keeping of full and accurate records of the agency’s business activities and 
internal administration. 

2.1.3  A link to identified agency recordkeeping requirements 

The nature and functions of an agency and the context in which it operates dictate 
what type of records of its activities it needs to make, what form those records 
should take, for how long they should be retained and what access should be 
provided to them over time. These ‘recordkeeping requirements’ are identified 
through a systematic analysis of the agency’s business needs, legal obligations, 
and broader community expectations, as well as an assessment of its exposure to 
risk if these evidential requirements are not addressed.  

Although the identification of these requirements will be contained in the Records 
Management Procedures it needs to be referred to in the Policy to ensure that it is 
seen as a vital part of a Records Management Program. 

2.1.4  A statement on the ownership of records 

Sections 9, 11 and 12 of the Act state that all records made or received by agencies 
are the property of those agencies. Staff make, receive and maintain records on 
behalf of the agency and all records that they make as part of their duties belong to 
agencies. 

The Policy needs to emphasise the corporate ownership of records and stress that 
all such records are corporate assets that do not belong to individual employees.  

2.1.5  A link with agency or government policies and information management plans 

Relationships with government policies and information management plans and 
programs in agencies need to be defined. For example, how does the Records 
Management Program relate to agency or government policies on: 

• emerging whole of government issues and proposed management 
structures and strategies, strategic priority setting including government 
and agency priorities, and whole of government service or resource issues; 

• business continuity and risk management - this should include a vital 
records assessment, analysis of records at risk, a disaster plan for records, 
and a specific assessment of the need to retain adequate records of risk 
assessments in agencies (See also Territory Records Office Records Advice 
No. 39 – Vital records); 

• corporate governance - this should include recognition of the need for good 
recordkeeping as an integral part of corporate management and provision 
for reporting about recordkeeping compliance issues at a corporate level;  

• financial management - this should include provisions for the creation and 
retention of records required by law or by prudent risk management;  

• information technology management - this should include recognition of 
the agency’s operating environment, including business information 
systems and any specific issues that will impact on records in this 
electronic environment; 

• the application of the ACT security classification scheme; and 
• the application of the ACT Government Cabinet Handbook. 
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As required, the Records Management Program must include specific agency 
responses to relevant Government policy and audit recommendations. 

2.1.6  A definition of the responsibilities of proscribed staff in relation to the Records 
Management Program 

Principle 1 of the Territory Records Office Standard for Records Management 
No.1 - Records Management Programs requires that the Principal Officer as 
described in Section 8 of the Act be responsible for an agency’s Records 
Management.  

Furthermore, it is required that the program be allocated appropriate resources to 
enable the Program to be established and maintained. In order to do this, the 
authorities, responsibilities and roles of all personnel who manage or perform 
recordkeeping processes must be defined. In smaller agencies, responsibilities for 
agency recordkeeping may form only a part of the duties of a specific staff 
member. Larger and/or more complex agencies would normally require dedicated 
Records Management staff, typically organised as a Records Management Unit.  

In addition, the Records Management Policy should note that everybody who 
performs work on behalf of a Territory agency has responsibilities in relation to 
the records of the function they perform, and those responsibilities cannot 
expected to be borne by dedicated Records Management staff alone. Nor can those 
responsibilities be outsourced, even if the function of Records Management itself 
is.  

See also: Territory Records Office Records Advice No. 56 – Recordkeeping 
responsibilities of ACT Government employees. 

Refer to Human Resources in Section 3 of this Guideline. 

2.1.7  The Policy must identify recordkeeping standards used by the agency 

The Policy must identify the legislation, standards and codes of best practice that 
the agency adheres to. These include both mandatory and voluntary codes and 
standards, especially the Territory Records Act 2002, and Territory Records Office 
Standards for Records Management. They may also include such standards as the 
Australian Standard on Records Management AS ISO15489, guidelines produced 
by external authorities such as professional organisations that meet the 
recordkeeping needs of the agency.  

Some agencies may find it appropriate to include recordkeeping aspects of 
professional standards mandated by institutes of lawyers, accountants, health 
professionals, engineers and so on. If so, the Policy should state the intention to do 
so, and the Procedures should contain the requirements and methods for the 
inclusion of additional standards. 

2.1.8  The Policy must be dated and include a date for review  

Principle 4 of Territory Records Office Standard for Records Management No.1 - 
Records Management Programs requires Records Management Programs to 
include a timetable for review of its elements. A Records Management Policy 
must therefore be dated and must include a date for review.  
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The Policy should also provide for review if the agency’s business and regulatory 
environment changes. An example of this could be a machinery of government 
change as part of which an agency gains or loses one or more functional 
responsibilities. As a result of significant administrative change it would, for 
example, be appropriate to examine the continuing relevance of nominated 
functions of both the Whole of Government Recordkeeping Thesaurus: A 
Thesaurus of Classification Terms and Whole of Government Records Disposal 
Schedules as well as the role of positions with defined recordkeeping 
responsibilities.  

Refer Territory Records Office Records Advice No. 63 – Managing records during 
administrative change. 

2.1.9 The Policy must be consistent with codes of conduct and ethics  

An agency’s Records Management Policy should be consistent with: 
• Code of Conduct 
• the ACT Public Service Code of Ethics  
• the ACT Public Service Integrity Policy 
• the Respect, Equity and Diversity Framework 
• the Acceptable Use of ICT Resources Policy (2009) 
• the Critical Response and Incident Reporting Policy (2006) 
• the Access Control Policy (2009). 
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3.0  RECORDS MANAGEMENT PROGRAM: RECORDS MANAGEMENT 
PROCEDURES 

Records Management Procedures specify how the Records Management Policy will be 
implemented. They detail the practical requirements of agency recordkeeping, including 
the standard operating procedures for all staff to follow when carrying out recordkeeping, 
and identify responsibility for each of the tasks in the recordkeeping process. 

The existence of approved Records Management Procedures and adherence to them by all 
staff are the principle means by which each agency will demonstrate compliance with the 
requirements of the Territory Records Act 2002.  

Once agencies have defined their Records Management Policy, they need to develop 
comprehensive procedures, encompassing their core business and administrative 
processes, to assist staff to manage agency records. 

An agency’s operational Records Management Procedures should: 

 be consistent with Territory Records Office Standards and Guidelines; 

 encompass the core Records Management processes including processes for records held 
by external parties (i.e. outsourced activities); and 

 align with the agency’s Records Management Policy and objectives. 

Compliance with the agency’s Records Management Policy is dependent on agency staff 
applying the procedures and practices established on the capabilities of systems used to 
capture business information. 

Procedures should be able to be easily read with instructions presented in a clear and 
simple manner. Procedural help should be available to all agency staff through an in-
agency source such as on-line help facility or phone assistance. 

3.1  What should Records Management Procedures include? 

3.1.1  The Procedures should include introductory material 

The Procedures must include a number of introductory statements to set the 
Procedures in context and to mandate adherence to them. The introductory 
material should include: 

• 3.1.1.1  A statement of purpose 

The Procedures must outline their purpose noting that they detail the practical 
requirements of agency recordkeeping, including the standard operating 
procedures for all staff to follow when carrying out recordkeeping, and identify 
responsibility for each of the tasks in the recordkeeping process. They should refer 
back to the Agency Records Management Policy as their source of authority. 
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• 3.1.1.2  Authorisation 

The Procedures must include authorisation by the Principal Officer. 

To ensure Records Management activities operate as intended and are aligned with 
the agency’s Records Management Policy and objectives there needs to be 
appropriate and clearly defined management and oversight. 

Effective Records Management depends on the appropriate assignment of 
responsibility for Records Management within the agency, senior management 
support for Records Management and recognition that Records Management is a 
key agency function.  

• 3.1.1.3  A clear statement that adherence by all staff is obligatory. 

The Procedures must clearly address that the manner in which the agency will 
meet requirements of the Act and state that adherence to the procedures by all staff 
is obligatory. 

• 3.1.1.4  The date of promulgation 

The Procedures must be dated and, if appropriate, should note for how long they 
are to remain current. 

3.1.2  The Procedures must define recordkeeping for the agency 

The definition of recordkeeping should include: 

• 3.1.2.1  A definition of ‘record’ 

According to Section 9 of the Act a record is written, electronic or in any other 
form, under control of the agency or to which it is entitled to control, kept as a 
record of its activities, whether it was made or received by the agency. 

A further definition is given by the Australian Standard on Records Management, 
AS ISO 15489, a record is: 

“Information made, received, and maintained as evidence and information by 
an organisation or person, in pursuance of legal obligations or in the 
transaction of business”. 

In other words, all documents made or received by Territory agencies which 
provide evidence of a business activity are Territory records. These records must 
be maintained in a manner that allows for accountability of the processes and 
decisions of government.  

Such records may be in any form including, but not limited to:  

paper  
microfilm 
electronic documents 
maps 
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plans 
drawings 
photographs 
data from business systems 
spreadsheets 
electronic messages 
digital images 
audio or video 
handwritten material.  

Apart from material that has administrative, fiscal and legal value documents that 
have historical, informational or intrinsic value are also kept as Territory records. 
These records contain information, which is not only of interest to the agency 
making the record, but also to researchers and other members of the community.  

The Procedures should also define the difference between a document, 
information and a record. Care should be taken to ensure proprietary terms are not 
used in the general procedures. However, where the electronic recordkeeping 
system uses general words in a specific way, the distinction must be made in the 
agency recordkeeping procedures. Instruction manuals on proper use of electronic 
recordkeeping systems can be appended to the general recordkeeping procedures. 

• 3.1.2.2  A definition of ‘ Records Management’ 

Section 10 of the Act defines Records Management as the managing of the records 
of an agency to meet its operational needs and, if appropriate, to allow public 
access to the records consistent with the Freedom of Information Act 1989 and for 
the benefit of future generations.  

“Records management covers, but is not limited to, the creation, keeping, 
protection, preservation, storage and disposal of, and access to, records of an 
agency”.  

A further definition is given by the Australian Standard on Records Management, 
AS ISO 15489 is: 

“Records Management is the field of management responsible for the efficient 
and systematic control of the creation, receipt, maintenance, use and 
disposition of records, including processes for capturing and maintaining 
evidence of and information about business activities and transactions in the 
form of records.” 

Records Management is the establishment of recordkeeping systems and the 
managing of records within those systems from the time they are made until the 
time they are no longer required. 

• 3.1.2.3  A definition of the ‘agency’s recordkeeping system’ 

The Australian Standard on Records Management, AS ISO 15489, defines a 
records system as an:  
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“information system which captures, manages and provides access to records 
through time.”  

All of the business systems that an agency relies on should be capable of creating 
full and accurate records. In order to be “full and accurate”, records must be 
authentic, reliable, complete, unaltered and useable. The systems which support 
records must be able to ensure this and to protect the integrity of records over 
time. These terms have particular meanings for system design purposes. 

• Authentic – it must be possible to prove that a record is what it purports to 
be and that it has been made, received or sent by the alleged person and at 
the time purported. Records must be protected against unauthorised 
addition, deletion, alteration, use or concealment and the creation, receipt, 
and transmission of records needs to be controlled to ensure that records 
creators are authorised and identified. 

• Reliable – it must be possible to trust the content of a record as an accurate 
representation of the transactions to which it attests. It should be made and 
captured in a timely manner by an individual who has direct knowledge of 
the event or be generated automatically by processes routinely used by the 
agency to conduct the transaction.  

• Complete and unaltered – it must be possible to protect a record against 
unauthorised alteration and to monitor and track any authorised annotation, 
addition or deletion.  

• Useable – it must be possible to locate, retrieve, render and interpret a 
record and understand the sequence of activities in which it was made and 
used for as long as such evidence is required.  

• System integrity – it must be possible to implement control measures, such 
as access monitoring, user verification, authorised destruction, security and 
disaster mitigation to prevent unauthorised access, destruction, alteration or 
removal of records and to protect them from accidental damage or loss.  

All business systems used by an agency must be capable of capturing, maintaining 
and providing evidence of its business activities over time to satisfy the agency's 
recordkeeping needs. Every agency should identify what evidence of its unique 
business activities it needs to keep and what particular form or content such 
records should have. While the purpose and content of records will vary between 
agencies, much of the system capability or 'functionality' required to capture, 
maintain and access such records is common to all agencies. All agencies, 
irrespective of their unique business activities, require systems that can capture 
full and accurate records and perform processes for managing those records over 
time.  

Personal systems, records stored on local drives such as group, shared and home 
drives are not acceptable as recordkeeping systems in a modern agency. These 
records are not adequately identified and cannot be adequately accessed over time.  
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• 3.1.2.4  An outline of records management principles 

The Australian Standard on Records Management, AS ISO 15489, outlines the 
key principles of Records Management as:  

• Records are made, received and used in the conduct of business activities. 
To support the continuing conduct of business, comply with the regulatory 
environment, and provide necessary accountability, organisations should 
make and maintain authentic, reliable and useable records, and protect the 
integrity of those records for as long as required. To do this, organisations 
should institute and carry out a comprehensive Records Management 
Program that includes: 

o determining what records should be made in each business process, 
and what information needs to be included in the records; 

o deciding in what form and structure records should be made and 
captured, and the technologies to be used; 

o determining what metadata should be made with the record and 
through records processes and how that metadata will be 
persistently linked and managed; 

o determining requirements for retrieving, using and transmitting 
records between business processes and other users and how long 
they must be kept to satisfy those requirements; 

o deciding how to organize records so as to support requirements for 
use; 

o assessing the risks that would be entailed by failure to have 
authoritative records of activity; 

o preserving records and making them accessible over time, in order 
to meet business requirements and community expectations; 

o complying with legal and regulatory requirements, applicable 
standards and organisational policy (See also Territory Records 
Office Records Advice No. 57 – Records and documents required 
for legal proceedings); 

o ensuring that records are maintained in an appropriate and secure 
environment; 

o ensuring that records are retained only for as long as needed or 
required, and 

o identifying and evaluating opportunities for improving the 
effectiveness, efficiency or quality of its processes, decisions, and 
actions that could result from better records creation or 
management. 

• Rules for creating and capturing records and metadata about records should 
be incorporated into the procedures governing all business processes for 
which there is a requirement for evidence of activity. 

• Business continuity planning and contingency measures should ensure that 
records that are vital to the continued functioning of the organisation are 
identified as part of risk analysis, protected and recoverable when needed. 

• 3.1.2.5  An outline of the legislative environment 

The procedures should refer to legislation which regulates the management of 
records in the Territory including: 
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• Territory Records Act 2002 which details the requirements for 
recordkeeping for Territory agencies; 

• Public Sector Management Act 1994 which states that “every person 
involved with the creation and/or management of public service records 
has a duty of care to ensure that records are managed in accordance” with 
proper recordkeeping standards, plans, systems and procedures managed 
by the Principal Officers; 

• Freedom of Information Act 1989 which allows public access to Territory 
records and gives members of the public the right to see records about 
themselves;  

• Privacy Act 1998 which protects members of the public from the misuse of 
information about themselves and which gives people a right to see records 
about themselves; 

• Evidence Act 1971 which provides that a court may need to examine 
records as evidence of an agency’s decisions and actions and which details 
requirements relating to the authenticity of electronic records; and 

• Health Records (Privacy and Access) Act 1997 which controls access to 
private medical information. 

The Procedures also must refer to the legislation administered by the agency, 
noting that this will determine in large part the records that will need to be made 
and maintained in order for the agency to meet its operational needs.  

This statement should particularly refer to any specific requirements in legislation 
relating to records creation, control (e.g. registers), retention or access. Some 
examples are:  

ACT Quality Teacher Institute Act 2010 
Adoption Act 1993 
Interactive Gambling Act 1998 
Land Titles Act 1925 
Legal Aid Act 1977 
Radiation Protection Act 2002 
Stock Act 2005 
Road Transport (Vehicle Registration) Act 1999 

• 3.1.2.6  Reference to recordkeeping standards adhered to by the agency 

All agencies are required to adhere to the Standards produced by the Director of 
Territory Records and this should be noted in the Procedures.  

Any other standards or guidelines referred to in the agency’s Records 
Management Policy should be outlined and any limits to their use explained. The 
Australian Standard on Records Management, AS ISO 15489 has been adopted by 
the Territory Records Office as the model for best practice recordkeeping and is 
referred to throughout this Guideline. Agencies may wish to consider making AS 
ISO 15489 a standard to be used for guidance on issues not covered by the 
Territory Records Office Standards for Records Management. 

Some agencies may find it appropriate to include recordkeeping aspects of 
professional standards mandated by institutes of lawyers, accountants, health 
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professionals, engineers and so on. If so, these should be detailed in the 
Procedures. 

3.1.3  The Procedures must commit the agency to adequate resourcing of its Records 
Management Program 

Agencies are obliged to allocate appropriate resources to enable the Records 
Management Program to be established and maintained. The Procedures should 
therefore specify the practical arrangements for recordkeeping in the agency 
including arrangements for resourcing the Program. 

• 3.1.3.1  Financial resources 

Records Management Procedures cannot be implemented without adequate 
financial resources. These need not necessarily be detailed in the Procedures but a 
statement should be included on how the cost of the Program will be identified 
and where financial responsibility for it will rest in the agency.  

• 3.1.3.2  Human resources 

Relevant position profiles and duty statements must reflect the Records 
Management skills required by the agency. There may be a specific position such 
as an agency Records Manager or, alternatively, responsibility for recordkeeping 
may be included in a position profile of another position such as an Office 
Administrator. Large and/or complex agencies may require a number of dedicated 
Records Management staff. 

The following roles should be considered for inclusion in the Procedures, and have 
been included as roles in the Model Records Management Program: 

 Principal Officer 

The Procedures should reiterate the Principal Officer’s statutory responsibility 
for ensuring that the agency complies with the Territory Records Act 2002, for 
approving the Records Management Program and for ensuring that the plan is 
implemented and adhered to. Section 1 of the Model Records Management 
Program appended to this Guideline provides suitable wording for the 
Principal Officer’s approval of the Program.  The Principal Officer is required 
to: 

‣ ensure that the agency keeps full and accurate records of its activities; 
‣ ensure that the agency has an approved Records Management 

Program; 
‣ account for recordkeeping and recordkeeping systems within the 

agency to Ministers, the Legislative Assembly and others as required 
(e.g. auditors); 

‣ ensure that recordkeeping requirements are included in all business 
activities undertaken by the agency; 

‣ provide appropriate resources to maintain recordkeeping systems and 
processes; 

http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
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‣ implement the Standards and Guidelines for Records Management 
developed by the Territory Records Office under authority of the 
Territory Records Act 2002; 

‣ provide leadership and guidance to actively promote and support a 
positive recordkeeping culture throughout the agency; and 

‣ nominate a suitable Senior Manager responsible for recordkeeping 
responsibilities within the agency. 

 Director of Territory Records 

The Director of Territory Records is empowered by Section 33 of the Act to 
give assistance, advice and training to agencies in Records Management. 
Although agencies are under no obligation to seek such assistance, advice or 
training, agencies should ensure that nothing in their Programs prevents them 
from asking for such assistance if they require it. A brief statement in the 
Program noting that the Director of Territory Records may provide such 
assistance, advice and training if asked by the agency best does this. Agencies 
might seek the assistance of the Territory Records Office for a wide range of 
matters relating to Records Management including: 

‣ Records Management theory, procedures and practices and methods of 
training staff in these; 

‣ advice on employing consultants or contractors; 
‣ material on Territory records in the Standards and Guidelines; 
‣ whole of government records management tools such the Whole of 

Government Recordkeeping Thesaurus: A Thesaurus of Classification 
Terms and Whole of  Government Records Disposal Schedules; 

‣ disaster preparedness advice; and 
‣ compliance requirements. 

 Senior Manager with responsibility for Records Management 

Principles 1 and 2 of Territory Records Office Standard for Records 
Management No.1 - Records Management Programs require that a single 
identified Senior Manager be charged with agency responsibility for Records 
Management. The Senior Manager of the agency is appointed by the Principal 
Officer. The Senior Manager has responsibility for delivering the Records 
Management Program of the agency and reporting to the Principal Officer on 
its delivery. The Senior Manager is responsible for:  

‣ compliance with external Records Management standards; 
‣ the implementation of internal recordkeeping practices; 
‣ ensure all personnel are aware of their individual responsibilities to 

create and keep records in corporate recordkeeping systems  in 
accordance with the agency’s Records Management Program; 

‣ ensuring that recordkeeping systems underpin and support business 
processes; 

‣ the appointment of a Records Manager to manage the day-to-day 
records management of the agency;  

‣ where necessary, the creation of a Records Management Unit to assist 
the Records Manager; 
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‣ approval of Procedures that are included in the agency’s Records 
Management Program; 

‣ ensuring new and existing personnel under their control undertake 
recordkeeping awareness training;  

‣ ensuring full and accurate records of business activities are made and 
kept; 

‣ developing performance measures and evaluation measures, and 
implementing those measures, to meet corporate objectives and 
relevant standards; and 

‣ reviewing and updating the Records Management Program on a rolling 
basis such that the entire Program is reviewed and updated at least 
every five years. 

 Agency Records Manager 

The agency Records Manager is appointed by the Senior Manager to manage 
the day-to-day management of records within the agency in order to achieve 
the outcomes expected of the Principal Officer in relation to the Records 
Management Program.  This Officer must: 

‣ ensure agency-wide compliance with the Records Management 
Program including: 

 providing strategic planning for Records Management activities 
including resourcing, staffing and budgeting 

 ensuring that all records management tasks are assigned to identified 
positions 

 ensuring that recordkeeping principles are incorporated into all 
business processes 

 obtaining expert advice where required on records management issues 
and practices ; 

‣ ensure that external reporting requirements are met;  
‣ undertake responsibility for ensuring that appropriate resources are 

allocated to enable the Program to be established and maintained; 
‣ ensure that effective recordkeeping strategies, policies and procedures 

are developed, maintained and communicated in compliance with 
legislative and other requirements; 

‣ providing a high level of advice on recordkeeping issues to the Senior 
Officer and other agency senior management, including notifications 
of non-compliance; 

‣ develop and implement recordkeeping systems, including negotiating 
for the necessary infrastructure and support to ensure compliance 
recordkeeping practices and systems; 

‣ monitor and maintain system administration for records systems; 
‣ coordinate facilities for the safe and secure storage of records in 

relation to relevant storage and accessibility standards; 
‣ identify and manage corporate records;  
‣ develop, manage, test and review disaster preparedness and recovery 

strategies and procedures for all records, including electronic format 
records;  
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‣ take carriage of Records Management requirements for any 
administrative change to the agency, including the gaining and losing 
of records and their control records;  

‣ upon request assist the Territory Records Office in the development 
and review of functional Records Disposal Schedules relating to the 
agency’s responsibilities that form part of the Whole of Government 
Records Disposal Schedules;  

‣ ensure that staff charged with specific records management 
responsibilities are appropriately trained and managed for that task; 

‣ implement performance measures and evaluation measures to meet 
corporate objectives and relevant standards; and 

‣ implement reviews and updates of the Records Management Program 
on a rolling basis such that the entire Program is reviewed and updated 
at least every five years. 

 Records Management staff 

All agencies will have a requirement for staff with specific records 
management responsibilities. In small agencies such responsibilities may form 
only part of the duties of the nominated position. In larger and/or more 
complex agencies there would normally be a number of staff dedicated to 
recordkeeping tasks. Such positions must be identified and their duties 
outlined.  

The duties would normally include: 
‣ design, development and maintenance of recordkeeping systems; 
‣ applying thesaurus terms from the Whole of Government 

Recordkeeping Thesaurus: A Thesaurus of Classification Terms to 
records to ensure consistent classification; 

‣ creating new files (whether paper files or electronic containers) and 
closing files; 

‣ accepting non-current records containers for storage, managing the 
storage of records, and providing a retrieval service; 

‣ provision of training in recordkeeping principles and practices; 
‣ facilitation of public access to records in cooperation with agency FOI 

officers and officers involved in the preparation of litigation; 
‣ appraisal and participation in the development of the functional Whole 

of Government Records Disposal Schedules; and 
‣ sentencing of records to determine retention periods against the Whole 

of Government Records Disposal Schedules. 

For the Records Management function to be effective, agencies will need to 
employ staff with appropriate qualifications and/or skills and experience. 

In order for agencies to ensure that they have capable staff they need to: 
‣ identify their staff requirements – for example the number of staff and 

the skills, knowledge and capability; 
‣ frequently assess Records Management staff performance and provide 

appropriate feedback through a formalized performance assessment 
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process. This process should be utilised to identify staff training and 
development requirements; 

‣ develop a human resource management plan for agency Records 
Management staff; 

The Records Management function of an agency should also provide regular 
records management training and development activities – particularly for new 
agency staff; and regularly monitor their records management training 
program for relevancy. 

Some agencies may outsource these tasks, but they should still be noted in the 
procedures and the relevant records kept according to the outsourcing 
guidelines. 

 Managers and supervisors 

Managers and supervisors at all levels are responsible for ensuring that staff 
under their direction meet all the requirements of the Act and that they abide 
by the agency Records Management Program. Records Management is as 
important a part of their supervisory and management functions as any other 
part.  All managers and supervisors should: 

‣ have detailed knowledge of business recordkeeping requirements in 
areas for which they are responsible; 

‣ know the Records Management Procedures in sufficient detail to be 
able to meet their responsibility; 

‣ be familiar with the principles of Records Management; 
‣ ensure that records are made as evidence of business activity and are 

captured as complete and accurate Territory records; 
‣ provide guidance and on the job training in good records management 

practice; 
‣ ensure staff understanding of records management reaches required 

standards; and 
‣ ensure the Records Management Procedures are implemented. 

 Staff 

All staff have responsibilities in relation to the records of the functions they 
perform.  In particular they are required to: 

‣ make accurate records of their activities; and 
‣ place records, including electronic records, into the agency 

recordkeeping system. 

The Procedures must make clear that staff fulfil those responsibilities by 
adhering to the recordkeeping processes outlined in them. 

Sound Records Management requires all agency staff to comply with an 
agency’s Records Management Policies and Procedures. 

All agency staff should be aware of the policies and procedures and understand 
the importance of effective Records Management. 
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Agencies should implement strategies for communicating Records 
Management Policy and Procedures – either electronically (internet/intranet); 
via publications (leaflets/brochures/reference guides); and/or by conducting 
regular records management training awareness sessions for agency staff. 

The above strategies will help ensure all agency staff (including contractors): 
‣ understand their responsibilities in relation to Records Management; 

and  
‣ acquire a practical, working knowledge of the agency’s Records 

Management policies and procedures. 

 Contractors and consultants 

Contractors and consultants are responsible for ensuring that full and accurate 
records are made of the work they undertake. To do this they must adhere to 
all relevant parts of the Procedures. The Procedures should therefore make 
clear that Records Management issues must form a specific part of the 
conditions of the appointment of contractors and consultants. 

 Business information system owners and administrators 

Business Information System owners and administrators responsible for 
specifying information and systems management requirements and business 
rules are required to:  

‣ capture, retain and maintain full and accurate records for as long as 
they are required;  

‣ ensure systems are designed, developed and implemented with 
appropriate recordkeeping functionality and procedures;  

‣ maintain business continuity plans to ensure records are accessible;  
‣ implement procedures and controls to ensure that records are 

protected, preserved and authentic.  

 Identification and maintenance of skills 

To fulfil the requirement to adequately resource the Records Management 
Program, agencies must ensure that all staff have adequate skills to be able to 
undertake recordkeeping at the appropriate level. Records Management 
Procedures must specify how such skills are to be identified and inculcated. 

Training in recordkeeping skills should be available for both Records 
Management and general staff. The training should include the recordkeeping 
roles and responsibilities for all staff within the agency. This training should 
cover records in all formats and all recordkeeping systems. It should also 
provide information about the use of all Records Management tools, such as a 
Business Classification Scheme, the Whole of Government Recordkeeping 
Thesaurus: A Thesaurus of Classification Terms, and the Whole of 
Government Records Disposal Schedules. All new staff should be given basic 
recordkeeping training as part of induction programs. 
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3.1.4  The Procedures must establish normal recordkeeping practices and business 
rules 

The guiding principle in developing recordkeeping practices and business rules is 
that recordkeeping should be a routine part of transacting business. It needs to be 
closely aligned to the agency’s business processes, and should help rather than 
hinder staff in carrying out their work. If recordkeeping processes are difficult and 
divorced from the rest of the agency’s business practice it will be extremely 
difficult to ensure that all of the agency’s activities are documented in its 
recordkeeping system.  

The Procedures must cover all records, in all formats and in all recordkeeping 
systems, both automated and manual. They must include electronic messaging, 
web pages, and documents made electronically as well as records in more 
traditional formats. 

The Procedures must establish specific practices for dealing with records covering 
the continuum of recordkeeping from the creation of a record to its destruction.  

Normal recordkeeping practices and business rules should include the following: 

• 3.1.4.1  The recordkeeping system 

The recordkeeping system is included in the Model Records Management 
Program.  

 Description and explanation of the recordkeeping system 

All business systems used by an agency must be capable of capturing, 
maintaining and providing evidence of its business activities over time to 
satisfy the agency's recordkeeping needs. Every agency should identify what 
evidence of its unique business activities it needs to keep and what particular 
form or content such records should have.  

All agencies, irrespective of their unique business activities, require systems 
that can capture full and accurate records and perform processes for managing 
those records over time. In order to be full and accurate, records must be 
authentic, reliable, complete, unaltered and useable and the systems that 
support them must be able to protect their integrity over time. The type of 
structural and contextual information or metadata that is built into an agency’s 
business systems, and the way in which that metadata is applied, influences 
such characteristics.  

In order to capture, maintain and provide evidence over time, systems must 
also be capable of performing various fundamental recordkeeping processes. 
These processes govern the following operations:  

‣ Capture – formally determine that a record should be made and kept;  
‣ Registration – formalise the capture of a record into a designated 

system by assigning a unique identifier and brief descriptive 
information about it (such as date, time and title);  

http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
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‣ Classification and indexing – identify the business activities to which a 
record relates and then link it to other records to facilitate description, 
control, retrieval, disposal and access;  

‣ Access and security – assign rights or restrictions to use or manage 
particular records. This must include rights and restrictions under the 
security classifications employed by the ACT Security Classification 
Scheme;  

‣ Appraisal – identify and link the retention period of a record to a 
functions-based Records Disposal Schedule at the point of capture and 
registration;  

‣ Storage – maintain, handle and store records in accordance with their 
form, use and value for as long as they are legally required (See also 
Territory Records Office Records Advice No. 57 – Records and 
documents required for legal proceedings); 

‣ Use and tracking – ensure that only those employees with appropriate 
permissions are able to use or manage records and that such access can 
be tracked as a security measure; and  

‣ Disposal – identify records with similar disposal dates and triggering 
actions, review any history of use to confirm or amend the disposal 
status, and maintain a record of disposal action that can be audited.  

 Types of records 

Records may be in any form: 
‣ paper, microfilm, electronic; 
‣ documents or files, maps, plans, drawings, photographs etc.; 
‣ data from business systems, word-processed documents, spreadsheets, 

digital images, databases; 
‣ electronic messages 

 electronic mail (email). (See also Territory Records Office Records 
Advice No. 3 – Email as a Record);  

 electronic document exchange (electronic fax);  
 electronic data interchange (EDI);  
 voice mail;  
 instant messaging;  
 short messaging services (SMS);  
 enhanced messaging services (EMS);  
 multimedia messaging services (MMS);  
 multimedia communications, eg teleconferencing and video-

conferencing.  
‣ audio or video; and 
‣ handwritten documents. 

Common types of records, with evidential value, that will be found across 
government include: 

‣ administrative records – procedures documentation, registers, forms 
and correspondence (e.g. staff manuals, rosters, travel bookings); 

‣ accounting records – reports, forms and related correspondence (e.g. 
invoices, bank account records, customer billing reports); 
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‣ project records – correspondence, notes, product development 
documentation;  

‣ case files – client records, personnel records, insurance, contracts and 
lawsuit files and 

‣ security classified records. 

Procedures need to identify the types of records in use within the agency and 
outline any specific practices for dealing with each sort of record. 

 Electronic messages 

There are two main types of electronic messages, these are: 
‣ records required for ongoing business: transactions that provide 

evidence of business activities (e.g. directives, development of policy 
issues); and 

‣ records of ephemeral value: information messages with a business 
context but not part of a business transaction, (e.g. notification of a 
meeting or a message containing an attached document, and personal 
or social messages). 

Electronic messages sent or received in the performance of agency business 
are records. The procedures will assist in the identification of records by 
cataloguing criteria for assessment such as:  

‣ Does the electronic message authorise or approve a particular course of 
action?  

‣ Does the electronic message discuss policy and procedural issues?  
‣ Does the electronic message exchange corporate information with an 

external agency or organization?  
‣ Does the message contain information that would normally belong on 

a file?  
‣ Is it likely that others may wish to review and or access the electronic 

message at a later date?  

Private messages that are unrelated to agency business are not electronic 
messaging records.  

Information-only messages (e.g. an email informing staff that there will be an 
emergency fire drill on the first Tuesday of the following month) should only 
be considered for retention by the original creator of the message.  

In order to maintain their value as evidence, electronic messages must be 
inviolate; that is, they cannot be altered or manipulated, for as long as they are 
retained. They must also be a complete record, have content, context and 
structure, and accurately reflect what was communicated, decided or done. 

Content is the substance of the message, either in the body of the text or in an 
attachment to the message. 

Context includes all information about the circumstances in which the message 
is made, transmitted, maintained and used. 
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Structure refers to the way the parts of the message relate to each other; for 
example the original message and its reply must appear together or the system 
needs to be able to provide both a contextual and structural view. 

The use of a corporate template can ensure that e-mail sent by agencies is a 
complete record. The template can ensure that there is sufficient metadata 
included in the message to provide content, context and structure. Metadata 
would include: 

‣ details of recipient; 
‣ details of author; 
‣ details of sender, if different from author; 
‣ time and date sent; 
‣ time and date received; 
‣ subject or title; 
‣ business activity or transaction documented; 
‣ details of transmission; and 
‣ details of content data format. 

Agencies should be alert to the business and security risks associated with 
electronic records. The unmanaged creation, use and storage of e-mails and 
other electronic messages can result in poor service delivery, accountability 
failures, loss of corporate memory and over time, diminished cultural assets.  

See also Territory Records Office Records Advice No. 5 – Electronically 
Created Records. 

The procedures should include instructions on who is responsible for keeping 
e-message records. In general, the initiator of e-message should be responsible 
for capturing the record into the agency recordkeeping system. Wherever 
possible the initiator should link the e-message to the relevant file number to 
make the link to the corporate recordkeeping system. In paper based 
recordkeeping systems this means that the e-message needs to be printed out 
and placed on the appropriate paper file. 

Recipients of the messages should make their own decisions as to whether 
they are involved in the business transaction of the message or whether they 
are only receiving a copy for information. Electronic messages received from 
outside of the agency, which are Territory records, must be captured into the 
recordkeeping system by the receiver. 

If the message is consequently forwarded to other recipients, with added 
content, the message has become a new record and again needs to be captured 
into the corporate recordkeeping system. 

 Web pages 

With agencies conducting a significant and rapidly increasing proportion of 
their business over the Internet, it is vital that they set in place policies, 
procedures and systems that ensure full and accurate records of web-based 
activity are made and retained.  
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The creation and maintenance of authentic, reliable, accurate and durable 
evidence of web-based activity is essential if agencies are to retain corporate 
memory and meet legal obligations and community expectations. Good web-
based recordkeeping is also essential if agencies are to maximise both the 
efficiency of online operations and the return on investment in information 
assets. Online resources constitute a vital component of the documentary 
record of the Territory. If future generations of Australians are to be able to 
understand life and the role of government in the early 21st century, they will 
need to have access to preserved copies of significant government online 
resources and records of government web-based activity.  

Agencies should ensure that storage media and related technologies used for 
maintaining electronic records over time are designed so that the evidential 
elements of electronic records are accessible but cannot be altered. This 
includes considering issues such as implementing security controls, data 
administration measures, audit trails and adopting media and open standards 
that meet longevity and migration requirements. 

Three or four different groups of agency staff may have responsibility for 
making and keeping records of web-based activity and resources. They are:  

‣ content authors;  
‣ website administrators;  
‣ recordkeeping staff including electronic record systems administrators; 

and  
‣ information technology staff, such as network managers or domain 

administrators.  

Although the spread of responsibilities may vary from agency to agency, the 
important point is that responsibilities must be assigned to individuals or 
positions, and documented. Responsibility for capturing individual records of 
web-based activity into a formal agency recordkeeping system must be 
assigned to appropriate staff. It would make sense to assign this responsibility 
to either the content author, to agency publications staff or to recordkeeping 
staff, rather than to the website administrator. The agency may outsource this 
function to Shared Services ICT, another agency’s internet management team 
or outside the ACT Public Service. In which case, records of the contractual 
arrangement must be noted in the procedures. 

Shared Services ICT has published a suite of guides complementary to this 
Guideline that should be used when making websites. These are:   

‣ Acceptable Use of ICT Resources Policy;  
‣ Website Development and Management Standard; and   
‣ Metadata for Web-based Resources Standard. 

 Other records made electronically 

The Common Operating Environment (COE) or Standard Desktop 
Environment used throughout Territory agencies includes Windows and 
Microsoft Office. Within this latter product there are several programs 
including Word, Excel, Access, Project, Publisher and PowerPoint. Other 
systems may contain evidence of business activities that are not being 
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managed as records, such as work-flow programs, SharePoint, database 
applications, shared drives and web applications. Documents made and stored 
using these products, which are the evidence of a business transaction, are 
Territory records. The agency procedures must describe how the products of 
these programs are to be managed as records. 

The IT systems that make and store only allow for the management of the 
documents, not for their ongoing management as records. A document 
management system can be identified by the following criteria: 

‣ allows documents to be modified and/or to exist in several versions; 
‣ may allow documents to be deleted by their owners; 
‣ may include some retention controls; 
‣ may include a document storage structure, which may be under the 

control of users; and 
‣ is intended primarily to support day-to-day use of documents for 

ongoing business. 

This kind of management allows documents to be altered, which means that 
they cannot be accepted as evidence of the business of government. 
Documents made using these systems must be captured into the corporate 
recordkeeping system in order to have the enduring evidential status of a 
record and to be available over time.  

The procedures will have to address the problems related to the ongoing 
accessibility and useability of records made electronically such as: 

‣ the unreadability of the format of the record into the future; 
‣ electronic records being subject to undetectable change; 
‣ electronic records not being captured due to employment of paper 

based processes; 
‣ the ability for the context of an electronic record, and its relationship to 

other records, being easily lost; and 
‣ the expense of capturing context. 

Records made electronically must be captured at time of creation because: 
‣ a record is more reliable as evidence if captured at time of creation; 
‣ there is more chance that the record will be captured if it is done 

immediately; and 
‣ information capture that is done at the time of creation is both cheaper 

and more reliable than that of post hoc data entry. 

For evidentiary purposes, it is necessary to be able to prove who made the 
record, when it was made, and that it has not been subsequently altered. This is 
to guard against forgery and alteration of the record by its maker or the 
administrators of the system. Proof of who made the record and when it was 
made must be maintained over time. See the Territory Records Office – 
Standard Number 9 – Records Digitisation and Conversion and the related 
Guideline for detailed information to be included in the procedures. 

The format of records made electronically must be able to support itself over 
time. The record must be in a form that can be easily migrated to new versions, 
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or copied from one medium to another, without loss of quality. Records must 
remain accessible, as they are of no use if they cannot be located, and must be 
able to be viewed as the creators originally saw them. The context of the 
record must also be maintained. 

Records made electronically must be captured into the corporate 
recordkeeping system. In a paper based recordkeeping system all records must 
be printed out and placed on the appropriate file. Records may also be stored 
electronically to allow for ease of accessibility but any version change must be 
added to the paper file. 

 Describing records 

Records need to be described so that they can be retrieved when required. This 
description must happen when the record is made. Agencies will usually 
describe their records with the needs of their own staff in mind. However, 
consideration should be given to the needs of external users when describing 
records that will be kept for more than 20 years.  

See also Territory Records Office Records Advice No. 27 –Subject level 
control of ACT Government records. 

Territory Records Office Standard for Records Management No.3 - 
Description and Control outlines the requirements for record description in 
more detail. It requires six minimum descriptive elements for all records, 
noting that electronic recordkeeping systems will certainly require more 
elaborate descriptive schemes including a comprehensive metadata structure. 
The six minimum elements are: 

‣ Date – as a minimum the date of making is required. For records 
received by an agency the date of receipt should be recorded. If a 
record is captured into the recordkeeping system on a different date to 
its date of making, this also should be recorded. 

‣ Creator – the identity of a record’s maker is essential in understanding 
the record’s purpose, reliability and the business activities the record 
describes. At a minimum, agencies should capture both the name and 
position of records creator. 

‣ Title - records need to be named in a way that accurately describes the 
contents of the record and assists in its retrieval. Agencies must use the 
Whole of Government Recordkeeping Thesaurus: A Thesaurus of 
Classification Terms, which is a controlled language system, to 
classify and structure the title their records. The Business 
Classification Scheme which agencies will need to produce in order to 
appraise records is a useful system for applying controlled language. 
The Director of Territory Records has provided the Whole of 
Government Recordkeeping Thesaurus: A Thesaurus of Classification 
Terms relating to functions carried out by Territory.  The use of this 
Thesaurus will ensure a consistent approach to the classification of 
records of across the Territory. The use of this Thesaurus is mandated 
for use by agencies for the classification and titling of records. The 
Whole of Government Recordkeeping Thesaurus: A Thesaurus of 
Classification Terms is linked directly to the Whole of Government 
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Records Disposal Schedules to ensure a consistent approach to the 
disposal of Territory records. Agencies should nominate appropriate 
functional classification terms, which are related to the disposal 
schedules that meet the needs of their records in the agency’s Records 
Management Program. 

‣ Identifier – all records should be given an identifier, number or control 
symbol that is unique within the agency’s recordkeeping system. This 
distinguishes one record from another and guarantees the authenticity 
of records within the system. The system used will depend on the 
agency’s needs. In electronic recordkeeping systems the unique 
identifier may be automatically generated, while in manual systems it 
is typically assigned by Records Management staff. 

‣ Management history – all Records Management actions carried out on 
a record must be recorded. This includes the record’s making, capture 
into the recordkeeping system, classification or titling, sentencing, 
disposal class and destruction. The date of each action must also be 
recorded, as well as the identity of the person or position carrying out 
the action. Management histories are important accountability tools 
and help to guarantee the authenticity of records by ensuring that any 
action carried out on them is recorded. In paper recordkeeping systems 
management histories are usually recorded in registers, on registration 
cards created for each record or on the file cover. In electronic systems 
this information is often recorded in audit logs. Regardless of what 
system is used the management information about every agency record 
must be captured and retained permanently, even after the records to 
which the management history relates have been destroyed. 

‣ Use or Movement history – the use history of a record is very similar to 
its management history. It should record use that is made of the record. 
In paper systems this information is often recorded in file movement 
cards or on file covers. In recordkeeping systems it is often recorded in 
audit logs. Regardless of what system is in place, when a record is used 
by an agency a use history record should be captured. This use history 
must be retained for the life of the record to which it relates. Use 
histories should record the date of use and the identity of the user. 

 Controlling records 

Descriptive information about records assists in the control and management 
of them. By describing records using terms that reflect the functions and 
activities carried out by the agency, other recordkeeping tasks, such as 
applying records disposal classes for sentencing, can be simplified. Descriptive 
information about who made, accessed or carried out tasks on records helps to 
ensure their reliability and authenticity. Assigning unique control symbols to 
records makes it easier for agencies to identify missing or fraudulently made 
records. This information about who made and used records and when, is also 
important evidence of the actions of government officials and is vital for short- 
and long-term accountability to regulators and to the public at large. 

Records and the descriptive information about them must be maintained in an 
appropriate and secure environment so that they cannot be altered or destroyed 
without proper approval. 
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 Changing records 

If records require amendment for any purpose, information about the purpose 
and nature of the change and the authorisation for it must be recorded in the 
use and management histories for those records. 

 Files and containers 

A file is a systematic, administrative accumulation of electronic or paper 
records kept together because they deal with the same activity, subject, person 
or transaction, and allocated a unique identifier. In electronic recordkeeping 
systems a file may be called a container or a folder. The rules outlined above, 
relating to describing and controlling records, apply equally to files.  

In many recordkeeping systems only Records Management staff may make 
files. This is to avoid the risk the creation of multiple files relating to the same 
activity or transaction. Whatever the practice is in relation to file making, it 
should be specified clearly in the Procedures. 

• 3.1.4.2  Making and capturing of records 

 Making records 

Records must be made before they can be managed. Section 14 of the Act 
requires agencies to “make and keep full and accurate records” of their 
activities.  

Much of the work of agency staff results automatically in the creation of a 
document. To make these records adequate for the purpose of evidence they 
must be legible and dated and captured into the recordkeeping system.  

Where an individual performs an action that does not in itself generate a 
record, they should decide whether a record needs to be made, i.e. will they 
have to account for that action later? 

Verbal decisions, transactions or commitments should be documented by 
making a record. Minutes or notes of meetings with external organisations 
need to be made. Notes taken at the time of the meeting should be retained 
until a formal minute of the meeting is made and accepted as correct. Drafts 
can then be discarded. Notes of significant telephone communications should 
be made at the time, dated and placed on file. Creating records in these 
circumstances has a significant cost benefit in terms of approved decision-
making. Electronic messages (e-mail and faxes) are records, too, and should be 
captured in the recordkeeping system. 

In cases where decisions are made as part of a process with established 
procedures and criteria the records should clearly show that established criteria 
have been consistently applied. Where a decision-maker departs from the 
norm, the reasons for doing so should be documented. 

In some business processes, such as the development of reference documents 
and policies, drafts of the same document may be retained to provide evidence 
of the process. Each draft may be a record valuable for future reference in its 
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own right. In all other cases drafts can be discarded once the final document 
has been developed. This is a risk-based decision dependent on the importance 
of the transaction. 

 When should records be made 

The procedures should require records to be made at the time of, or soon after, 
the event it relates to. They should be made by individuals or systems that 
have direct knowledge of, or involvement in, the facts of the event. This is 
essential for the accuracy and authenticity of the record. 

 How should records be captured in the recordkeeping system 

How records should be captured into recordkeeping systems depends on the 
nature of the system. In manual systems it is typically done by attaching the 
record to a file and assigning the next folio number to it. In electronic systems 
saving the record to the recordkeeping system typically performs the capture. 
The procedures should make clear the process to be adopted in the agency. 

 When should records be captured in the recordkeeping system 

The Procedures should require records to be captured in the recordkeeping 
system at the time that or soon after, the record is made or received. It should 
be the responsibility of the person who makes the record to ensure that the 
record is incorporated into the recordkeeping system. In some paper based 
systems the physical incorporation of the record into the system (e.g. by 
attaching a folio to a file) may be assigned to specific Records Management 
positions. 

• 3.1.4.3  Location of records 

 Location  

Records should be stored in an appropriate and secure environment. The 
procedures need to specify where agency records are to be located. As a 
general rule records should not be retained by individuals for longer than they 
need them for the purposes of current work.  

 Access to records 

Records are corporate property and may contain a significant amount of 
confidential, financial, personal and private information. Because of this, 
access to records should be on the basis of the need to use them for authorised 
work purposes. Browsing records out of curiosity should not be permitted.  

As records should be maintained in an appropriate and secure environment and 
as the use of them needs to be recorded, formal procedures should be devised 
to provide access to them. The requirements and their level of formality will 
vary with the size and complexity of the agency; however the procedures 
should outline how staff will access the records that they need to carry out 
their work. 
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 Finding records 

Information is made about records as they are made, captured and received. 
Recordkeeping systems use this information to find records. It is usually 
accessible to staff in the form of indexes, registers or other searchable 
metadata.  

The Procedures should outline the access tools and finding aids available to 
help staff ascertain the existence of records or to locate the records that they 
require for their work. They should also specify where help in finding and 
locating records is available in the agency and how to obtain it. 

• 3.1.4.4  Storage and movement of records 

 Storage and security 

The Procedures must specify the level of security and protection to be given to 
the records as well as how access to the records over time will be managed. All 
agency records, regardless of format, need to be stored in an appropriate and 
secure environment. It is important that all these points are considered from 
the time records are made. For example, an agency might decide to use 
archival quality paper rather than recycled paper for valuable paper records. 

The level of security applied to records should reflect the value or sensitivity 
of the information contained on those records.  

Security restricted records are those records whose unauthorised disclosure 
would damage corporate security or individual privacy, give unfair 
commercial advantage or cause harm to an individual or organisation. Special 
attention should be given to the handling, storage, access and authorisation of 
such records. As a general rule, security restricted records should be 
appropriately marked, kept secure, not transmitted by fax and not photocopied.  

Storage options need to involve an assessment of the characteristics of storage 
facilities and associated services and the physical characteristics of the records 
as well as the operational environment and the information content of the 
records. Storage must protect the records from inappropriate access as well as 
damage.  Territory Records Office Standard for Records Management No.7 – 
Physical Storage of Records details the requirements for the storage of records. 

 Movement of records 

Control of the movement of paper records is another aspect of record security. 
The methods chosen will vary with the size and complexity of the agency. In 
some agencies specified staff will be responsible for regular ‘clearance runs’, 
while in others individual staff members may be responsible for passing 
records to colleagues or back to storage.  

Whatever the rules applied, the procedures should outline them in detail and 
should make clear that they are to be followed by all staff. 
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• 3.1.4.5  Preservation of records 

Records Management Programs must establish a regime for the proper care of 
records of the agency, particularly records of archival or enduring value. 
Procedures should therefore include mention of preservation strategies and 
disaster prevention and recovery. 

 Preservation strategies 

The prime strategies for preserving records are to ensure that all staff treat 
records carefully, to implement adequate storage standards and records 
handling practices, and to use archival quality materials for records expected to 
have a long life. Preservation of electronic records requires strategies to 
migrate records to new systems in such a way that the records can be 
maintained as reliable, authentic evidence over time. 

Records that have deteriorated over time or suffered damage by use or through 
disastrous events may require specific conservation treatments by experts. 
Advice on suitable treatment and on the availability of experts is available 
from the Territory Records Office.  In some cases conservation may be 
undertaken by converting records onto another medium such as film or 
electronic formats. Conversions between formats must conform to the 
requirements of Territory Records Standard for Records Management No. 9 – 
Records Digitisation and Conversion.  Advice on this is also available from 
the Territory Records Office. 

 Disaster prevention and recovery 

Agency disaster planning and preparedness must include plans for the 
protection of records and for the recovery of records that suffer the effects of 
fire, flood, building damage or other disasters. 

 Arrangements for preserving records containing information that may allow people to 
establish links with their Aboriginal or Torres Strait Islander heritage 

Section 16(i) of the Act requires agencies to make arrangements for preserving 
records containing information that may allow people to establish links with 
their Aboriginal or Torres Strait Islander heritage. Section 17(1)(d) requires 
agencies to consult with the Territory Records Advisory Council about such 
arrangements before the Principal Officer approves the agency’s Records 
Management Program. 

The ACT Government’s response to the Bringing Them Home report included 
a commitment to assist Indigenous Australians to trace links to their families 
and communities. This requirement is to aid in the fulfilment of that 
commitment. 

A survey in 2001 of Aboriginal and Torres Strait Islander records in the 
custody of the ACT Government concluded that:  

“… there are few records in the custody of the ACT Government that 
contain names or other details of any significant number of people 
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identified as Indigenous which would be of use in assisting family 
reunion.” 

It listed some such records and noted that individual records containing name 
and family information about Indigenous people that could potentially assist in 
family reunion may be discovered serendipitously from time to time. 
Procedures must therefore include arrangements for preserving such records 
where they exist or are discovered.  

See also Territory Records Office Records Advice No. 60 – Managing 
Aboriginal and Torres Strait Islander records and Records Disposal Schedule – 
For preserving records containing information that may allow people to 
establish links with their Aboriginal and Torres Strait Islander heritage. 

• 3.1.4.6  Disposal 

 Appraisal of records 

Territory records cannot be destroyed or otherwise disposed of without first 
being appraised. Territory Records Office Standard for Records Management 
No.2 - Appraisal details the requirements for appraisal of records. 

Government records are an important source of information and evidence 
about the jurisdiction to which they relate. The ACT Government seeks to 
preserve Territory records for the benefit of all Australians. The appraisal 
process determines which records meet these criteria and should therefore be 
preserved and made accessible for research. Appraisal also examines 
accountability and business requirements in order to determine when records, 
which do not meet these criteria, have served their accountability and business 
purposes and can therefore responsibly be destroyed.  

Some Territory Records will be retained and preserved as archives. These are 
records that document: 

‣ the significant policies and actions of the Territory; 
‣ the interactions of government with the people and their environment; 

and 
‣ the social, political, cultural and economic development of the 

Territory as it is influenced by government activity. 

 Whole of Government Records Disposal Schedules 

The Director of Territory Records has approved a suite of disposal schedules 
known as the Whole of Government Records Disposal Schedules for records 
relating to functions carried out by the Territory. The use of these Records 
Disposal Schedules will ensure a consistent approach to the disposal of these 
records across the Territory. The Whole of Government Recordkeeping 
Thesaurus: A Thesaurus of Classification Terms is linked directly to the Whole 
of Government Records Disposal Schedules. 

Agencies need no further approval to use the Whole of Government Records 
Disposal Schedules and are required to adopt those schedules for the disposal 
of records of functions carried out by their agency. 
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Records Disposal Schedules are a systematic and comprehensive listing of 
categories of records made and/or kept by an agency, which plans the life of 
those records from making to ultimate disposal or use as Territory Archives. 
The Whole of Government Records Disposal Schedules document whether 
records should be retained or destroyed once they are no longer required to 
meet business needs, the requirements of agency accountability and 
community expectations. The aim of the Whole of Government Records 
Disposal Schedules is to provide continuing guidance to staff on: 

‣ records identified as having continuing value (Territory Archives); and 
‣ records that can be destroyed as soon as they are no longer required for 

the business purposes for which they were made. 

Section 17 of the Act provides that a Principal Officer cannot approve a 
Records Management Program unless it identifies functions from the Whole of 
Government Records Disposal Schedules approved by the Director of 
Territory Records. Agencies may utilise any of the functions from Whole of 
Government Records Disposal Schedules that suit the requirements of records 
created and managed by the agency. Every functional Records Disposal 
Schedule that is to be applied to an agency’s records must be identified within 
its Records Management Program. 

The attention of all staff should be drawn to useful information contained in 
the introduction to each of the functions employed by the agency as it may 
contain information about a disposal freeze or other practice specific to the 
Schedule.  

See also: Territory Records Office Records Advice No. 32 – Utilising a 
Records Disposal Schedule and Territory Records Office Records Advice No. 
33 – Special approval to dispose of records. 

 Normal Administrative Practice (NAP) 

NAP refers to common practices for destruction of ephemeral, duplicate or 
transitory material of no evidentiary or continuing value, which normally can 
be destroyed immediately or as soon as reference ceases. NAP is designed to 
ensure that transitory material can be disposed of without the need for formal 
approval of destruction and to improve business efficiency without risk to 
accountability. NAP is not intended to replace the use of approved functional 
Records Disposal Schedules, which are the authority for destruction of agency 
records. 

The Procedures should make clear the purpose and the limits of NAP in 
destroying such material. 

Material that can normally be destroyed using NAP includes: 
‣ working papers consisting of rough notes, calculations, diagrams, etc, 

used for the preparation of records; 
‣ duplicates and copies of documents where the original is safely 

retained within the agency’s recordkeeping system – ensure this is the 
case before destroying the copy; 

‣ drafts where the contents have been reproduced in a final document; 
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‣ modifications and updating of data as part of the running of established 
electronic software programs, where such processes do not result in the 
loss of data of continuing value; 

‣ published materials used as reference only including pamphlets, 
leaflets and brochures; 

‣ information from other organisations which is not essential to your 
agency’s functions; and 

‣ personal paraphernalia such as invitations, tickets, brochures etc. 

All other records must be covered by authorised functions from the Whole of 
Government Records Disposal Schedules. Refer to the Territory Records 
Office Records Advice No. 2 - Normal Administrative Practice (NAP), for 
further information on material that can and cannot be destroyed under these 
provisions. 

 Implementing the Whole of Government Records Disposal Schedules 

Responsibility for implementing selected Records Disposal Schedules must be 
included in the Procedures. 

Generally, it is most effective to require implementation at the time records are 
made as a responsibility for all staff that make or capture records. 
Implementing disposal action for older records would normally be the 
responsibility of nominated Records Management staff.  

Records Disposal Schedules are applied to records by ‘sentencing’. Selecting 
the entry, known as a class, in the Records Disposal Schedule that applies to 
that record and allocating the appropriate retention period does this. By 
including disposal information at the time of making files, many of the tasks 
involved with records disposal can be automated.  

 Where the disposal sentence does not meet the agency’s needs, the disposal 
sentence may need to be amended.   For example, the circumstances of the 
records have changed due to altered regulatory requirements that may cause 
the affected records to be kept longer than the previously recommended 
sentence. 

Records that are required for any impending legal action will need to be 
retained for the duration of that legal action, including all appeal actions, even 
if the sentence applied is due for application. Records will be able to be 
disposed of in accordance to the given sentence directed with the trigger to be 
enacted commencing from the conclusion of the matter. 

 Pre-self-government records 

There are several options for dealing with managing the appraisal of pre-self-
government records: 

‣ Agencies may elect to retain all pre-self-government records (that is 
records made prior to 1989) in which case they do not need to be 
retrospectively appraised. These records will be available for public 
access under S.26 of the Act from 1 July 2008. 
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‣ They may undertake a program to appraise some or all of these records 
in accordance with the agency Records Management Procedures using 
approved functions from the Whole of Government Records Disposal 
Schedules.  

 Authorised destruction of records 

Agencies must: 
‣ use only current, approved functions of the Whole of Government 

Records Disposal Schedules to authorise the destruction of records; 
‣ ensure that sentencing staff are appropriately trained; 
‣ ensure that Records Disposal Schedules are correctly applied to 

records; and 
‣ ensure that all sentencing decisions are recorded and retained. 

 Secure destruction 

Records approved for destruction must be transported and disposed of 
securely. This means that the records should not be able to be accessed in 
transit, they should be immediately taken from the vehicle and destroyed, and 
the information contained in the records should not be retrievable following 
destruction.  

Pulping is the preferred method of destruction for paper records, although 
shredding may be suitable for non-sensitive material. Records in other formats 
such as floppy discs, computer hard drives, film, video and magnetic tapes 
should be destroyed by appropriate methods. Further advice can be sought 
from the Territory Records Office. 

• 3.1.4.7  Public access and use 

The Act provides for a general right of access to records to meet the obligations of 
government to 

 “…support accountability and democratic government and to enrich the 
community through a source of cultural and collective memory”.  

The public access provisions of the Territory Records Act 2002 came into effect 
from 1 July 2008. This gave the public a statutory right of access to Territory 
Records that are more than 20 years old.  Access to Territory Records is provided 
by ArchivesACT with the support of all Territory agencies. 

Access will be given under the Act according to the principles of openness and 
equity. Records will be presumed to be available for access unless they clearly 
belong to an exempt category. Access to records will be administered equitably, so 
that records that are open are open to all people.  

Agencies must manage records in ways that ensure that the information they 
contain remains accessible. This may include: 
‣ monitoring the time taken to comply with requests for access; 
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‣ migrating electronic records to ensure that information is accessible in 
a current system; 

‣ providing finding aids to records; 
‣ providing access to file indexes; 
‣ ensuring that unauthorised destruction of records does not take place; 
‣ consulting with the public about disposal proposals; 
‣ providing an appropriate and secure environment to prevent loss and 

damage; and 
‣ undertaking conservation surveys and treatments. 

 Assistance to the public 

Under Section 27 of the Act agencies are required to assist members of the 
public to make applications for access to records and must comply with any 
access request in a ‘reasonable time’. Suggested benchmarks by the Territory 
Records Office for assisting the public in a reasonable time are less than 30 
days for standard requests, to no more than 90 days except for the most 
complex or large requests. Applicants should be kept informed of the progress 
of their request. 

 Exemptions from access (Section 28) 

Under Section 28 of the Act, agencies may apply to the Director of Territory 
Records to have records exempted from public access under a number of 
provisions set out in the Act. These are provisions from the Freedom of 
Information Act 1989 and relate to records: 

‣ affecting relations with the Commonwealth and States; 
‣ affecting enforcement of law and protection of public safety; 
‣ affecting personal privacy; 
‣ subject to legal professional privilege; or 
‣ disclosure of which would be in contempt of the Legislative Assembly 

or a court. 

Section 28 Declarations provide the means by which records containing 
sensitive information are protected. The agency may apply to the Director of 
Territory Records for a Section 28 Declaration, which reinstates the provisions 
of the Freedom of Information Act 1989 preventing public access to sensitive 
records. 

When such a declaration applies there is no entitlement to access the record 
under provisions of the Territory Records Act 2002 however access may be 
permitted under the Freedom of Information Act 1989. 

Decisions to exempt records from public access can be appealed through 
provisions in the Freedom of Information Act 1989. 

To assist with the protection of "sensitive information" in care and protection 
records from inappropriate public access under the Act, in 2011 the 
Government amended the Act to allow the Director to complete a Section 28 
Declaration for a record or class of records. 
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 Provision for the regular review of records to which a declaration under Section 28 
applies 

Because the sensitivity of information decreases with time, records to which a 
Section 28 Declaration applies need to be regularly reviewed to ensure that the 
reasons for seeking the Declaration remain current. Procedures must include 
provision for such regular review. This can be done by specifying that such 
reviews will occur as will the nomination of a position responsible for 
undertaking such reviews and liaising with the Director of Territory Records 
about them. 

 Access register 

Agencies are required to maintain a register of records to which a Declaration 
under Section 28 is in force. 

The register must include: 
‣ sufficient detail to identify the records which have been exempted; 
‣ a copy of or reference to the Director of Territory Records’ 

declaration; and  
‣ the date of the decision. 
‣ The TRO will maintain an aggregated register all agency Section 28 

declarations.  This register will be published on the Internet as a de-
identified  list. 

 Access conditions  

Agencies may give access subject to conditions that ensure the safe custody 
and proper preservation of the record. 

Such conditions may include requiring researchers to provide proof of identity 
and a requirement that researchers sign an undertaking to preserve the records 
and not take any action that will alter, harm, destroy or remove from Territory 
custody any record or any part of the record. 

Any conditions should be clear, advised to all those who request access and 
applied uniformly and fairly. 

 Access facilities and services  

Agencies must be able to provide researchers with a reasonable opportunity to 
inspect original records, and may therefore need to provide public access 
facilities.  This is made available to all agencies via the ArchivesACT reading 
room located at the Woden Public Library. These facilities are secure and 
researchers are supervised when viewing original records to ensure that there 
is no possibility of theft or tampering. It is a requirement that these facilities 
must be accessible for people with disabilities. Where access requires the use 
of some form of technology, this is to be provided as necessary for use within 
ArchivesACT. 

Agencies must ensure that records are not removed from custody, altered, 
marked or amended in any way. To ensure preservation of fragile records users 
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may be asked to wear gloves or take other conservation measures when 
handling records. 

Agencies must comply with the ACT Public Service Customer Service 
Standard and Code of Practice when providing access to records.  

 Copying records for researchers 

The Act requires agencies to provide copies of records where required by the 
researcher. These may be photocopies of print documents, printouts or disks 
digital camera use, or networked access to electronic records, audio or 
videotapes or other suitable copies. The procedures should outline the rules to 
be applied. 

 Copyright 

The Territory will generally own copyright in records made by agencies. The 
maker of the item will normally own copyright in records held but not made 
by agencies (e.g. letters written by members of the public to agencies).  

The provision of copies of records to researchers does not constitute any 
copyright permission or signing over of any rights in records. This should be 
made clear to researchers who are provided with copies. Written permission is 
required from the copyright holder to publish any information from Territory 
records or any research arising out of access to agency records. It is the 
responsibility of the person wishing to publish to find and obtain permission 
from all copyright holders. 

 Cabinet records 

Some records are already available for public access under other legislative 
arrangements.  Cabinet records are released for public access after 10 years. 

3.1.5  The Procedures should include other information required by the Act 

This other information has been included in the Model Records Management 
Program. 

• 3.1.5.1  Arrangements for telling the Director of Territory Records about any 
arrangements entered into with an entity that is not an agency to carry out any 
aspect of its Records Management 

Procedures must specify that the agency will inform the Director of Territory 
Records about any arrangements for outsourcing all or any part of its records 
management. It is appropriate that responsibility for this be given to the agency 
Records Manager. 

• 3.1.5.2  Arrangements under which the Director of Territory Records may 
examine the operation of the Records Management Program and the agency’s 
compliance with the Act and the Program 

Procedures must specify how the agency will facilitate the Director of Territory 
Records’ responsibility under Section 33 of the Act to examine the operation of an 

http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
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agency’s Records Management Program and the agency’s compliance with the 
Act.  

While Procedures may specify in detail the methods of such facilitation, 
compliance with this sub-section of the Act needs only a brief note of the agency’s 
commitment to assisting examination of the Program and the nomination of a 
position for liaison with the Director of Territory Records. It is appropriate that 
responsibility for this be given to the agency Records Manager. 

• 3.1.5.3  Arrangements for the resolution of disputes about whether the agency is 
complying with the Act or the Program 

Procedures must specify how the agency will resolve disputes about whether the 
agency is complying with the Act or the Program. No specific dispute resolution 
mechanisms are specified.  

• 3.1.5.4  Arrangements to allow the Director of Territory Records to report on the 
agency’s compliance with the Act and the Program 

Procedures must specify how the agency will facilitate the Director of Territory 
Records’ responsibility under Section 33 of the Act to report on the agency’s 
compliance with the Act and the Program.  

While the Procedures may specify in detail the process for such facilitation, 
compliance with this sub-section needs only a brief note of the agency’s 
commitment to assisting examination of the Program and the nomination of a 
position for liaison with the Director of Territory Records. It is appropriate that 
responsibility for this be given to the agency Records Manager. 

3.1.6  The Procedures must include information relating to performance measurement, 
evaluation and review 

• 3.1.6.1  Performance measurement and evaluation 

Agencies must arrange for periodic audits of all aspects of the Procedures to 
ensure compliance with the rules and practices outlined in them. Monitoring 
should evaluate the performance of the Records Management Program to 
determine whether it is meeting corporate objectives and relevant standards.  

This may best be done by the Procedures charging the agency Records Manager 
with responsibility of arranging for such examinations. 

All agencies must develop performance measures. Performance measurement 
could include: 

• regular program-based monitoring and reporting against plans and 
objectives; 

• formal program evaluations and operational audits; 
• auditing compliance with standards and codes of best practice; 
• auditing compliance with other external requirements affecting 

recordkeeping; and 
• measuring the satisfaction of customers of records management services. 
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• 3.1.6.2  Provision for review of Program 

Procedures must provide for the review and replacement or amendment of the 
Program. This is most effectively done by providing a review date and by 
nomination of a position responsible for undertaking the review as part of the 
Program. The whole of the Records Management Program must be reviewed not 
less than every 5 years, although agencies may need to update the Program due to 
administrative changes prior to the 5 years. 
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3.2  Inclusion of Records Management Procedures in a Records Management 
Program  

The Records Management Procedures that have been identified in Section 3.1 above 
apply to all records so as to ensure the evidential value of all records. To satisfy legal 
scrutiny of any record.  

It is recognised that this requires that an extensive range of Records Management 
Procedures and documentation be maintained by each agency. This will ensure that 
community expectations and legal requirements are met. 

A Records Management Program seeks to provide assurance of fair and appropriately 
transparent treatment of members of the community by providing all Records 
Management policies and a high level overview of procedures. The Program must also 
point to the existence of detailed recordkeeping instructions, so that, when required for 
evidential purposes, the validity of the Records Management Program can be established. 
Aspects requiring validation range from Government policy, through the agency’s 
response to that policy, to the agency’s underpinnings of actions, to details of action 
taken, and to documenting the action taken.  

In summary, an agency’s Records Management Procedures must apply to all records at all 
times.  However, only higher level Records Management Procedures need to be included 
in the agency Records Management Program.  Manuals, that contain operational 
recordkeeping instructions that are approved by the Senior Manager having responsibility 
for records, need not be included.  

A Model Records Management Program is appended to this Guideline and forms part of 
this Guideline. The Model Program may provide further assistance about what the 
Records Management Program should contain. 

 

http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
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4.0  RECORDS MANAGEMENT PROGRAM: BUSINESS SYSTEMS 

Business systems are utilised in many agencies to store and control ACT Government 
records.  As a result, a Records Management Program must incorporate reference to all 
business systems used and managed by the agency.  This includes business systems that 
are currently in use and those systems that are now considered to be legacy systems (e.g. 
PERSPECT) that need to be maintained, particularly if the system still holds records that 
have not been migrated into any current systems.   

Any business systems, including recordkeeping systems, that have been migrated will 
require mapping between the old and new system or structure (e.g. migration to TRIM or 
Objective from previous Records Management systems).  This mapping forms an 
important history of what is considered to be a control record in its own right. 

The level of recordkeeping functionality of business systems vary but most will generally 
contain at least some recognised recordkeeping criteria.  As part of the measurement of 
the recordkeeping functionality for each system, a risk management approach should be 
applied.  Some business systems will be considered vital records while other systems will 
be deemed of lesser importance. 

To aid in the assessing of business systems, details can be described against the 
descriptive elements provided in Territory Records Standard – Number 3: Description 
and Control. 
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APPENDIX A: DEFINITIONS 

The following definitions are utilised in this Guideline. 

Further definitions are provided in AS ISO 15489 the Australian Standard for Records 
Management. 

Access 
Finding or retrieving information relevant to an inquiry made for a specific purpose and 
making that information available for examination. 

Acid-free paper and board  
Special paper and cardboard in which the acid has been removed or buffered. Archival 
products made from acid-free paper and board include file folders and storage containers. 
See also Archival quality paper. 

Action Officer/Area/Section 
An individual officer/area/section in an organisation responsible for the decision making 
or carriage of action on a particular subject matter of correspondence, file, form etc that 
has been referred to them.  

Action Record 
For paper-based records: Information, on the file cover, used to facilitate direction of 
movement and future action in regard to a particular document or complete file. 
For electronic records: Information regarding past and possibly future file movements. 

Active Record 
Files in frequent use, regardless of their date of creation, required for current business 
relating to the administration or function of the agency. 

Activity 
A second level descriptor in the Whole of Government Recordkeeping Thesaurus: A 
Thesaurus of Classification Terms.  It is the name given to any approved term that is used 
after a function. 

Agency 
The Executive, an ACT Court, the Legislative Assembly Secretariat, an administrative 
unit, a Board of Inquiry, a Judicial or Royal Commission, any other prescribed authority 
including Directorates, or an entity declared under the regulations of the Territory 
Records Act 2002 to be an agency. 

Appraisal 
The process of evaluating business activities to determine which records need to be 
captured and how long the records need to be kept to meet business needs, accountability 
requirements and community expectations. 
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Archival quality paper 
Paper with a level of chemical stability and physical strength such that it will survive for 
long periods and cope with a high level of handling. Available from specialty suppliers. 
See also Acid free paper. 

Archival Records 
Records that are appraised as having continuing value which are kept and preserved for 
evidential, historical, research and/or intrinsic value.  

Business Classification Scheme (BCS) 
A business classification scheme is a hierarchical model showing the relationship between 
the Directorate’s functions, activities and transactions.   

Classification 
The process of devising, and then applying hierarchal indexing terms that enable records 
to be categorised and grouped in a uniform and consistent way to provide for systematic 
capture, retrieval, maintenance and disposal. For example, a keyword classification is one 
method of enabling file-naming conventions. Other examples of classifications are 
according to type of record, user permissions and security restrictions on sets of records.  
See also Controlled Vocabulary and Whole of Government Recordkeeping Thesaurus: A 
Thesaurus of Classification Terms.  See also Controlled Vocabulary and Whole of 
Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms. 

Classified 
Information which is designated as being subject to restricted access. 

Closed File  
A file to which no further documents are to be added. 

Conservation 
Any restorative action provided to treat damaged records and/or records at risk.  See also 
Preservation. 

Context  
The information necessary to provide the meaning or evidential value of a record.  
Describes the who, what, when, where and why of records management and creation.  See 
also Provenance. 

Controlled vocabulary 
The terms in the Whole of Government Thesaurus of Terms are controlled to ensure 
consistency in classifying and titling regardless of who is titling and where a title may be. 
This means the meanings and the way in which they should be used together (their 
relationships) are prescribed. Controlled vocabulary includes function, activities, subject 
descriptors, related terms and non-preferred terms. The alternative to controlled 
vocabulary is free text. 
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Converted record 
A record that has been changed from one format to another. See Territory Records 
Standard No.9 – Records Digitisation and Conversion. 

Corporate record 
The body of records comprising all the records of the ACT Public Service. 

Critical record 
A record which is essential for the ACT Public Service to deliver services, satisfy its 
obligations or provide a corporate record which is a true and comprehensive reflection of 
the affairs of the ACT Government and the Service.  

Cross Reference 
The means of drawing a searcher’s attention to related information by making a reference 
to that information. 

Destruction 
The physical destroying of the records by approved methods.  See also Disposal and 
Normal Administrative Practice (NAP). 

Digitisation 
The process of converting records from an analogue format to digital format.  See 
Territory Records Standard No.9 – Records Digitisation and Conversion. 

Disaster plan 
A written procedure setting out the measures to be taken to minimise the risks and effects 
of disasters, and to save and secure vital records should a disaster occur.  See also Vital 
Records. 

Disposal  
A range of processes associated with implementing appraisal decisions.  These include the 
retention, deletion or destruction of records in or from recordkeeping systems.  They may 
also include the migration or transmission of records between recordkeeping systems and 
the transfer of custody of ownership into other jurisdictions of records. 

Disposal Schedule  
Use Records Disposal Schedule. 

Documents 
Structured units of recorded information, published or unpublished, in hard copy or 
electronic form, managed as discrete units in information systems. 
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Electronic Records  
Records held in electronic form.  Most commonly, it refers to recorded information that is 
held on, or produced by a digital computer system.  The record itself can be output as any 
media, text, images, sound or combination thereof.  Analogue audio or video tape 
recordings are other examples of electronic records. 

Ephemera 
Records generally created to be useful for a short period of time (e.g. pamphlets, 
notifications, tickets etc) and are determined to be of no continuing business value; only 
need be kept for a short time, usually hours or days. See also Normal Administrative 
Practice (NAP).  May contain other record values such as historical.  See also Archival 
Records. 

File  
A group/collection of documents fastened together in some way (physically in the case of 
paper records or electronically in the case of digital records) presenting the history of one 
particular aspect of a function under one cover, label or classification.  The file is 
constructed in a manner that facilitates current administrative reference, later archival 
reference and preserves the documents from loss or damage. 

File Movement 
A system that provides a means of recording the location of files throughout the agency. 
This includes files currently in action and those in storage. 

File Number 
A registered number given to a file to identify that file from all others.  The file number 
also forms the address of the file in the repository. 

File Title  
A description of the information contained within the file.  The file title is created using 
the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms 
for the classification i.e. allocating a function, activity, transaction and free text for the 
specific file title.  See also Classification. 

Folio 
A document, generally one of a number, kept together as a file. 

Folio Number 
A consecutive number given to each complete document within a file to assist reference 
and identification. 

Free text 
Natural language that is used in a file title and is not controlled. Free text is used after a 
subject descriptor if further specification is needed or in place of a subject descriptor. It 
can take the form of any related terms, numbers, names and dates. 
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Function 
The highest unit of business activity.  The business outcome of why the agency does what 
it does.  The agency’s business classification scheme, for example has identified key 
business functions. 

Inactive Records 
Records relating to transactions that have been completed or containing information that 
is referred to infrequently, that must be retained for a further period of time according to 
approved functions of the Whole of Government Records Disposal Schedules. 

Indexing  
The process of establishing access points to facilitate retrieval of records and/or 
information. 

Metadata  
Structured descriptive data that must be captured in a recordkeeping system to enable a 
record to be understood, verified, managed and used. It is data describing context, content 
and structure of records and their management over time. 

Migration 
The act of moving records from one system or format to another, while maintaining the 
records’ authenticity, integrity, reliability and useability. 

Movements  
Information contained in the file action record and the file movement record detailing the 
action area to which the file has been referred and the date which it was referred. 

Normal Administrative Practice (NAP) 
The process of destroying unwanted ephemeral, duplicate or transitory material such as 
rough notes, unannotated photocopies, telephone messages, desk calendars, etc without 
reference or notification to the ACT Territory Records Office.  See also Archival 
Records, Disposal and Ephemera. 

Outsourcing 
A contractual arrangement whereby services to or on behalf of an agency, which would 
otherwise be carried out internally, are provided by an external organisation. 

Permanent Retention 
Use Retain as Territory Archives. 

Preservation 
The processes and operations involved in ensuring the technical and intellectual survival 
of authentic records through time. Involves controlling the conditions of use, 
environmental conditions of storage and all conservation treatments given to records.  See 
also Conservation. 
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Principal Officer 
The head of an administrative unit, or its equivalent in other types of agencies. 
Procedure 
A procedure describes major processes of the agency’s Records Management Program. It 
supports the policy framework in terms of the business rules.  

Provenance 
The information regarding the relationships and origins between records and record 
creators, accumulators and managers i.e. agencies.  See also Context. 

Put Away 
The act of placing a paper-based file in a repository or storage area (e.g. Records 
Services) or ‘home’ locations within business units. 

Recordkeeping  
The activity of making, capturing and maintaining complete, accurate and reliable 
evidence of business transactions in the form of recorded information. 

Recordkeeping Instructions 
In this Records Management Program, a recordkeeping instruction contains a lower level 
procedure that is referred to in a Records Management Procedure that has been approved 
by the Principal Officer as part of the Records Management Program. See also Records 
Management Procedures. 

Recordkeeping Systems 
Information systems that capture, maintain and provide access to records over time. While 
the term is often associated with computer software, recordkeeping systems also 
encompass policies, procedures, practices and resources that are applied within an agency 
to ensure that full and accurate records of business activity are made and kept. 

Records 
Information made, received, and maintained as evidence and information by an agency or 
person, in pursuance of legal obligations or in the transaction of business. This recorded 
information must be maintained or managed by the agency to provide evidence of their 
business activities. Records can be written, electronic or any other form. 

Records of an Agency 
Records, in written, or any other form, under the control of an agency or to which it is 
entitled to control, kept as a record of its activities, whether it was made or received by 
the agency. 

Records Disposal Schedule 
An instrument, issued by the Director of Territory Records after consultation with the 
Territory Records Advisory Council, which prescribes the disposal treatment to be 
accorded ACT Government records. It is a systematic listing of records or record types, 
which plans the life of these records from the time of their creation to their disposal.  The 
schedule is a continuing authority for implementing decisions on the value of the records 
specified in the schedule.  It directs the consequent actions that are authorised for the 
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disposal (or dispersal) of the types of records which the schedule describes.  All functions 
together form the Whole of Government Records Disposal Schedules.  Used for Disposal 
Schedule. 

Records Management  
The managing of the records of an agency to meet its operational needs and, if 
appropriate, to allow public access to the records consistent with the Freedom of 
Information Act 1989 and for the benefit of future generations. Records management 
covers but is not limited to the creation, keeping, protection, preservation, storage and 
disposal of, and access to records of the agency. 

Records Management Procedures 
A agency procedure that is approved by the Principal Officer who has responsibility for 
records management in the agency and is included in full in the agency’s Records 
Management Program. 

Records Management Program 
A document that complies with section 16 of the Territory Records Act 2002 and 
Territory Records Standard No.1 – Records Management Programs by setting out the 
means by which an agency will manage its records, and is approved by the agency’s 
Principal Officer. 

Registration 
The act of giving a record a unique identifier on its entry into a recordkeeping system. 

Repository 
An area organised for the storage of the agency’s records. 

Retain as Territory Archives 
On a disposal schedule, a term denoting records which are never to be destroyed.  Such 
records will be kept forever by the agency or outsourced to an approved storage provider.  
Used for Permanent Retention. 

Retention period 
Relates to the period specified in a disposal schedule that a record is to be retained.  

Sentencing 
The process of applying appraisal decisions to individual records by determining the part 
of a Records Disposal Schedule that applies to the record and assigning a retention period 
consistent with that part. 

Subject 
Lowest level of descriptor used in the functional thesaurus to title a file. Subject 
descriptors further define the subject content of the activities represented by the activities. 

Territory Archives 
Records preserved for the benefit of present and future generations. 
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Thesaurus (Functions-Based)  
See Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification 
Terms. 

Titling 
The assignment of a unique title to a record reflecting the function and activities it 
documents. The record title distinguishes the record from all the others in a 
Recordkeeping system. The process of assigning the title is called classification. 

Tracking 
Creating, capturing and maintaining information about the movement and use of records. 

Transfer 
Change of custody, ownership and/or responsibility for records. 

Transaction 
The smallest unit of business activity. Uses of transactional records are themselves 
transactions.  

Vital Records 
Those records essential to the agency:  

• in its operations; 
• in an emergency; 
• to re-establish agency functions after an emergency or disaster; 
• those required to establish the rights and interests of the agency and its customers; 

and 
• policies and procedures to preserve the records required above. 
See Territory Records Standard and Guideline No. 8 Business Continuity and Records 
Management. 

Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification 
Terms 
A uniform and standardised classification of terms based on the business functions and 
activities of an agency that provides controlled vocabulary and consistency for 
classifying, titling and indexing. A hard copy thesaurus is presented as an alphabetical list 
of allowed and non-allowed terms.  A thesaurus in an electronic records management 
system provides system prompts that assist with classifying, titling and indexing files. 

 



 

July 2012  58 
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ACT Chief Minister’s Department, February 2011, Governing the City State: One ACT 
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http://www.territoryrecords.act.gov.au/__data/assets/pdf_file/0005/423914/TRO_Digital_
Pathways_Report_-_final.pdf 

National Archives of Australia 2000, Why Records are Kept: Directions in Appraisal.  
Available at: http://www.naa.gov.au/records-management/publications/why-records-are-
kept.aspx  

Skilling Australia via Department of Education, Employment and Workplace Relations 
the national training system Australian Quality Training Framework (AQTF) more 
information available at: http://deewr.gov.au/search/site/Australian Quality Training 
Framework 

Standards Australia 1999, Risk Management (AS/NZS 4360) Standards Australia, 
Homebush, NSW 

Standards Australia 2002, Information and documentation – records management (AS 
ISO 15489) Standards Australia, Homebush, NSW. 

State Records Authority of NSW, The DIRKS Manual - Strategies for Documenting 
Government Business June 2003, Revised 2007. Available at:  
http://www.records.nsw.gov.au/recordkeeping/dirks-manual/dirks-manual 

State Records Authority of NSW 2001, Building the Archives: Policy on Records 
Appraisal and the Identification of State Archives. Available at:  
http://www.records.nsw.gov.au/recordkeeping/government-recordkeeping-
manual/rules/policies/building-the-archives 

Territory Records Act 2002 
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Territory Records Standards, Guidelines and Records Advices, available at: 
http://www.territoryrecords.act.gov.au/index 

This site includes: 

• Territory Records Standard - Number 1: Records Management Programs 
• Territory Records Standard - Number 2: Appraisal 
• Territory Records Standard - Number 3: Records Description and Control 
• Territory Records Standard - Number 4: Access 
• Territory Records Standard - Number 5: Recordkeeping and Outsourced 

Government Business 
• Territory Records Standard - Number 6: Digital Records 
• Territory Records Standard - Number 7: Physical Storage of Records 
• Territory Records Standard - Number 8: Business Continuity and Records 

Management 
• Territory Records Standard - Number 9: Records Digitisation and Conversion 

Each of these Standards has an associated Guideline.  There are also a series of Records 
Advices from the same source. 
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http://www.legislation.act.gov.au/ni/2009-15/default.asp
http://www.legislation.act.gov.au/ni/2009-15/default.asp
http://www.legislation.act.gov.au/ni/2007-175/default.asp
http://www.legislation.act.gov.au/ni/2008-436/default.asp
http://www.legislation.act.gov.au/ni/2008-438/default.asp
http://www.legislation.act.gov.au/ni/2008-438/default.asp
http://www.legislation.act.gov.au/ni/2011-168/default.asp
http://www.territoryrecords.act.gov.au/guidelines
http://www.territoryrecords.act.gov.au/recordsadvice
http://www.territoryrecords.act.gov.au/recordsadvice
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APPENDIX C: CHECKLIST FOR A RECORDS MANAGEMENT PROGRAM 

Referenced from Guideline item 1.10 

Records Management Policy 

 YES NO 

Is there a clear and identifiable records management policy 
statement approved by the Principal Officer? 

� � 

Has this policy been promulgated to all staff? � � 

Is adherence to it obligatory for all staff? � � 

Has a senior manager been given responsibility for agency 
recordkeeping matters? 

� � 

Are the authorities, responsibilities and roles of all personnel who 
manage or perform recordkeeping processes defined? 

� � 

Does the policy include a requirement for all staff to make and keep 
full records 

� � 

Does the policy include a statement on the ownership of records � � 

Does the policy identify the legislation, standards and codes of best 
practice to which the agency adheres? 

� � 

Are relationships with other information management plans and 
programs in the agency defined?  

� � 

Is the policy consistent with the agency Code of Conduct and the 
ACT Government Code of Ethics? 

� � 

Is the policy dated and does it include a date for review? � � 
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Records Management Procedures 

 YES NO 

Have records management procedures been developed? � � 

Are the Records Management Procedures authorised at an 
appropriate level? 

� � 

Are they dated and promulgated throughout the agency? � � 

Is adherence to them obligatory for all staff? � � 

Do they include dates or triggers for review? � � 

Do they cover all records, in all formats and in all recordkeeping 
systems? 

� � 

Do the procedures include arrangements for allocating resources for 
the Program? 

� � 

Do they specify relevant position profiles and duty statements and 
reflect the records management skills required by the agency? 

� � 

Do the Procedures specify how the agency will describe its 
functions and activities and, in the light of both regulatory and 
business operational needs, the records produced by them? 

� � 

Are details on how records will be captured and controlled 
included? 

� � 

Are appropriate mechanisms for controlling the language or 
terminology used to identify and name an agency’s records in 
place? 

� � 

Do the procedures outline how the reliability of records is to be 
guaranteed? 

� � 

Do the procedures specify the requirements for storage and the 
level of security and protection to be given to the records? 

� � 

Is there approved records disposal coverage to cover all of the 
agency’s records? 

� � 

Do the procedures specify how access to the records over time, 
including public access, will be managed? 

� � 

Do the procedures state the indicators against which the agency’s 
recordkeeping activities will be measured?  

� � 

Are the records management performance indicators incorporated 
into other areas of the agency’s business reporting framework? 

� � 
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 YES NO 

Do the Procedures include arrangements for telling the Director of 
Territory Records about any outsourcing arrangements? 

� � 

Do the Procedures include arrangements under which the Director 
of Territory Records may examine the operation of the Records 
Management Program and the agency’s compliance with the Act 
and the Program? 

� � 

Do the Procedures include arrangements for the resolution of 
disputes about whether the agency is complying with the Act or the 
Program? 

� � 

Do the Procedures include arrangements to allow the Director of 
Territory Records to report on the agency’s compliance with the 
Act and the Program? 

� � 

Do the Procedures include arrangements for preserving records 
containing information that may allow people to establish links 
with their Aboriginal or Torres Strait Islander heritage? 

� � 

Do the Procedures provide for the regular review of records to 
which a declaration under section 28 (Declarations applying 
provisions of FOI Act) applies? 

� � 

If the agency owns, manages or uses any sensitive records, do the 
Procedures provide for the appropriate handling of sensitive 
records? �  Not Applicable 

� � 

Do the Procedures make provision to allow the Director of 
Territory Records, if asked by the agency, to provide assistance, 
advice and training to the agency in records management? 

� � 

Do the Procedures include arrangements for the review and 
replacement or amendment of the Program? 

� � 

Is training in recordkeeping skills available for records management 
and general staff? 

� � 

 



 

July 2012  63 

APPENDIX: MODEL RECORDS MANAGEMENT PROGRAM 

The Appendix to Territory Records Guideline - Number 1 : Records Management 
Programs forms a part of Territory Records Guideline - Number 1 : Records Management 
Programs. 

[Model Records Management Program is presented as a separate document for ease of 
use. It forms a part of this Guideline.] 

http://www.territoryrecords.act.gov.au/__data/assets/rtf_file/0018/424035/Guideline_No_1_-_Records_Management_Program_-_Appendix_-_Nov_2012.rtf
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	INTRODUCTION
	The Territory Records Act 2002 (the Act) requires all agencies to have a Records Management Program. 
	Section 16 of the Act details a number of mandatory elements for such programs. These mandatory elements have been explained with more detail and grouped under four principles in Territory Records Office Standard for Records Management No.1 - Records Management Programs. The purpose of this Guideline is to supplement the Standard in a practical way by providing Territory agencies with guidance on how to produce a Records Management Program.
	While an agency’s Records Management Program will need to be tailored to its own individual needs and circumstances, all Programs must comply with the principles set out in the Standard.
	The Act requires agencies to comply with their Records Management Program.
	PURPOSE
	This Guideline is provided to assist all Territory agencies in developing their Records Management Programs. 
	Section 7 of the Territory Records Act 2002 identifies ACT entities that are classified as agencies for the purposes of the Act. 
	The following entities are agencies:
	 the Executive
	 the Supreme Court
	 the Magistrates Court
	 the Coroner’s Court
	 the Legislative Assembly Secretariat
	 administrative units
	 other prescribed authorities
	 boards of inquiries under the Inquiries Act 1991
	 judicial commissions under the Judicial Commissions Act 1994
	 royal commissions under the Royal Commissions Act 1991
	 entities declared under the regulations to be agencies, including Directorates. All entities made in the future, which fit into one of the categories above, will also be required to develop a Records Management Program. Directorates fall into Section 7 (f).
	WHAT IS A RECORDS MANAGEMENT PROGRAM?
	Records Management Programs are formal documents

	A Records Management Program is a formal document required under Section 16 of the Territory Records Act 2002.  It comprises:
	 Introduction; 
	 Records Management Policy; 
	 Records Management Procedures; and
	 Appendices.
	The Policy and Procedures must detail how an agency will ensure that proper and adequate records of its business activities will be made and kept to ensure that it is able to conduct its business and fulfil its functions effectively, and that there is sufficient evidence of the performance of those functions, which is retained for an approved time.
	In order to do this, an agency’s Program must:
	 identify and describe the agency’s broad recordkeeping requirements within the business and regulatory environments in which it operates;
	 identify how it will organise and resource its Records Management Program;
	 specify the nature of the system or systems into which records are to be captured and maintained;
	 detail how records are to be cared for and protected from loss, destruction or tampering;
	 specify disposal arrangements for records; and
	 detail arrangements for access to records.
	The contents of each of the four parts of a Records Management Program are discussed below. The four parts are:
	 Records Management Program: Introduction
	 Records Management Program: Policy
	 Records Management Program: Procedures
	 Records Management Program: Appendices
	See also: Territory Records Office Records Advice No. 41 – What is an agency Records Management Program?Territory Records Office Records Advice No. 61 – Compliance with the Territory Records Act 2002 Territory Records Office Records Advice No. 62 – Compliant agency Records Management ProgramsTerritory Records Office Records Advice No. 63 – Managing records during administrative change
	1.0  RECORDS MANAGEMENT PROGRAM: INTRODUCTION
	The Introduction to the Records Management Program deals with the administrative handling of the Records Management Program itself. In other words, before getting into the detail of records management policies and procedures, stakeholders need to be assured that the Records Management Program meets all requirements placed upon it.
	Each section below shows its connection with Territory Records Standard No.1 – Records Management Programs.
	1.1  Records Management Programs must be distinct and identifiable (Principle 1 of Standard 1)

	Records Management Programs must be clearly identifiable as the agency’s Records Management Program. They must therefore be distinct from all other corporate programs and policies. Where a Records Management Program consists of more than one part (e.g. separate statements of policy and procedure) all parts of the program must be connectable and identifiable.
	1.2  Records Management Programs must meet requirements outlined in the Act (Principle 1 of Standard 1)

	Records Management Programs must:
	 address all of the elements set out in Section 16 of the Act, including arrangements for:
	 establishing normal practices and procedures for the exercise of functions of the agency in relation to its records (normal administrative practice)
	 telling the Directory of Territory Records about any arrangements entered into with an entity that is not an agency to carry out any aspect of its records management
	 how the Director of Territory Records may examine the operation of the Records Management Program and compliance with the Act
	 reporting on the agency’s compliance with the Act and the Records Management Program
	 ensuring proper care of records of the agency, particularly records of archival or enduring value
	 preserving records containing information that may allow people to establish links with their Aboriginal or Torres Strait Islander heritage
	 the regular review of records to which a declaration under Section 28 applies
	 the Director of Territory Records, if asked by the agency, to provide assistance, advice and training to the agency in Records Management
	 review and replacement or amendment of the records management program; and
	 meet all of the requirements set out in the Standards and Codes released by the Director of Territory Records under the Act. 
	1.3  Records Management Programs must be approved (Principle 1 of Standard 1)

	Records Management Programs must be approved by the Principal Officer of the agency. Principal Officers are defined at Section 8 of the Act. 
	Section 17 of the Act provides that the Principal Officer of an agency may only approve a Records Management Program that complies with the Standards and Codes set by the Director of Territory Records. 
	 Section 17(2) allows a Principal Officer to approve a Records Management Program that does not comply with an approved Standard or Code only if the Director of Territory Records agrees in writing that noncompliance is necessary for the operational needs of the agency. 
	The Principal Officer can only approve a Records Management Program once the elements outlined above have been satisfied. On approval, it should be promulgated throughout the agency in such a way that will enable all employees to know and apply its contents. 
	See also: Territory Records Office Records Advice No. 4 – Principal Officers and their responsibilities.
	1.4  Copies of Records Management Programs must be given to the Director of Territory Records (Principle 1 of Standard 1)

	Section 17(3) of the Act requires that a copy of all Records Management Programs that have been approved by a Principal Officer must be given to the Director of Territory Records.
	1.5  Records Management Programs must be available for inspection by the public (Principle 1 of Standard 1)

	Section 21 of the Act requires that Records Management Programs must be available for inspection by the public. As a minimum, the Programs must be available free of charge:
	 during ordinary working hours at the office of the Principal Officer; and
	 on the Internet and findable using common search terms, by commonly available search engines.
	The Principal Officer may also provide for copies of the Records Management Program to be available for public inspection at other places and/or on other media.
	Where elements of the agency’s Records Management Program refer to the existence of documents affecting relations with the Commonwealth and the States, or affecting the enforcement of the law and the protection of public safety which should not be made available to the public, the agency may release a modified version of the Program which protects this information. This echoes the practice of the Freedom of Information Act 1989.
	1.6  Records Management Programs must meet administrative directions of Government (Principle 1 of Standard 1)

	Records Management Programs must acknowledge, where relevant, administrative directions of the Government, and meet these requirements.
	One example may be the importance of records to a knowledge management framework, such as was proposed in the report Governing the City State: One ACT Government – One ACT Public Service, February 2011.
	Another important example of a Government-acknowledged directions document that directly impacts on recordkeeping and Records Management is the report by Enterprise Knowledge Pty Ltd, Digital Recordkeeping Pathway, August 2011.
	1.7  Records Management Programs must include a Records Management Policy (Principle 2 of Standard 1)

	For an agency’s Records Management Program to be compliant with legislative requirements it should be reliable, systematic and well-managed within a framework of consistent and accountable implementation. To achieve this, policies and procedures governing recordkeeping matters in the agency should be established and monitored.
	A Records Management Policy, in the form of one or more identifiable policy statements, must be authorised by the Principal Officer of the agency, promulgated throughout the agency, and be known to all employees. The Policy must be dated and include a date for review. The Policy should also allow for review if the agency’s business and regulatory environment changes. An example of this could be a machinery of government change as part of which an agency gains or loses one or more functions. 
	Records Management Policy statements should provide the framework for underlying procedures. They should emphasise the agency’s corporate ownership of government records: that all records are corporate assets and as such, do not belong to individual employees. They should formally define the roles and responsibilities of all employees who manage or perform recordkeeping processes. Most importantly, they should establish an official position on the making and keeping of full and accurate records of the agency’s business activities.
	Standard operating procedures for all staff to follow when carrying out recordkeeping tasks should be in accordance with the agency’s Records Management Policy and be based on best-practice standards. 
	The Policy should make clear that adherence to it by all staff is obligatory.
	The requirements for Records Management Policies are discussed in more detail later in this Guideline.
	See also: AS ISO 15489-2002 Information and Documentation: Records Management Parts 1 & 2.
	1.8  Records Management Programs must include Records Management Procedures (Principle 3 of Standard 1)

	Records Management Procedures specify how the Policy will be implemented. They detail the practical requirements of agency recordkeeping and identify responsibility for each of the tasks in the recordkeeping process.
	All agencies must have documented Records Management Procedures in place that have been authorised at an appropriate level. These Procedures should be dated and promulgated throughout the agency and include dates or triggers for review. 
	The Procedures must cover all records, in all formats and in all systems, whether automated or manual. This includes mail, electronic messages, web pages, and other documents made electronically. For instance electronic messages include: 
	electronic messages
	electronic document exchange (electronic fax)
	electronic data interchange (EDI)
	voice mail
	instant messaging
	short messaging services (SMS)
	enhanced messaging services (EMS)
	multimedia messaging services (MMS)
	multimedia communications, e.g. teleconferencing and video-conferencing.
	If required, procedures specifically applying to sensitive records may be included.
	The Procedures must specify the practical arrangements for recordkeeping in the agency including arrangements for resourcing the Program. 
	The requirements for Records Management Procedures are discussed in more detail later in this Guideline.
	1.9  Records Management Programs must be implemented (Principle 3 of Standard 1)

	The Records Management Procedures must describe how agencies implement and report on their Records Management Program. The Annual Reports (Government Agencies) Act 2004 sets the framework for annual reporting across the ACT public sector.  The Annual Report directions are updated and issued each year by the Chief Minister and Cabinet Directorate. They set out the reporting requirements for agencies. The directions require that Principal Officers of each Territory agency report on their agency compliance with the Territory Records Act 2002 including the implementation and operation of their agency Records Management Program.
	An implemented Program is one in which:
	 Records Management is included as a result area in corporate plans and reported on where appropriate in the agency’s Annual Report;
	 all of the agency’s records are stored in an appropriate and secure environment;
	 the Principal Officer has responsibility for the Program;
	 Records Management Procedures have been developed and promulgated;
	 the roles, authorities and responsibilities of all agency staff in relation to Records Management  are defined and promulgated to all staff;
	 relevant position profiles and duty statements reflect the recordkeeping skills required by the agency;
	 training is available for Records Management and general recordkeeping requirements and responsibilities;
	 Whole of Government Records Disposal Schedules have been approved by the Director of Territory Records under section 17 (1)(b) of the Act and their use is monitored; and
	 performance measurement forms an integral part of the Program.
	Principal Officers are responsible for ensuring that agencies comply with the agency’s Records Management Program.
	1.10 Records Management Programs must be measured and reviewed (Principle 4 of Standard 1)

	Principle 4 of Territory Records Office Standard for Records Management No.1 - Records Management Programs requires agencies establish review mechanisms and performance measures for their recordkeeping and Records Management Programs. 
	The Records Management Program must state the indicators against which the agency’s recordkeeping activities will be measured. The whole of the Program must be reviewed not less than every 5 years, although may be required to be updated as a result of administrative changes to the agency.
	Agencies must:
	 include in their Records Management Program indicators against which the agency’s recordkeeping activities will be measured;
	 ensure that all essential elements of the Records Management Program, including those outlined in Territory Records Office Standard for Records Management No.1 - Records Management Programs and those specified in the Territory Records Act 2002, are measured;
	 include in their Records Management Program a timetable for review of its elements;
	 demonstrate that Records Management performance indicators are incorporated into other areas of the agency’s business reporting framework; and
	 demonstrate that recordkeeping is a key result area in all corporate plans.
	Recordkeeping systems must be regularly audited in order to ensure that they continue to comply with regulatory requirements, that they remain relevant to the agency’s needs and in order to make improvements to current systems. 
	Programs which follow this Guideline and which ensure that all the items in the Checklist at Appendix C can be answered with a ‘Yes’ will address all the required elements.
	Measurement, evaluation and review are discussed in more detail later in this Guideline.
	2.0  RECORDS MANAGEMENT PROGRAM: RECORDS MANAGEMENT POLICY
	The Records Management Policy is a formal document that commits the agency to a recordkeeping regime that is: 
	 compliant with legislative requirements
	 reliable
	 systematic and well managed; and 
	 provides the framework for underlying recordkeeping procedures. 
	A Model Records Management Program has been provided as an appendix to this Guideline.
	Records Management objectives should also be included in the Policy document. For the Records Management objectives of an agency to be achieved it is important that they are translated to a high level Policy that outlines the principles and objectives for effective agency Records Management. Broadly, the Policy should:
	 acknowledge records as a vital agency asset;
	 acknowledge effective Records Management as a fundamental function of agencies and the responsibility of all agency staff;
	 outline the main objective of Records Management and indicate how effective recordkeeping will assist the agency to achieve its core objectives; and
	 outline the core principles for effective recordkeeping within the agency.
	2.1  What should a Records Management Policy include?
	2.1.1  A commitment to adhere to the requirements of the Act


	Section 16(6) of the Act requires agencies to comply with their Records Management Programs and Section 13 requires Principal Officers to ensure that their agency complies with the Act. The Model Records Management Program appended.
	A Records Management Policy should include a commitment by the agency to adhere to the requirements of the Territory Records Act 2002.
	2.1.2  A requirement for agencies to make and keep full and accurate records

	Section 14 of the Act requires agencies to “make and keep full and accurate records” of their activities. This requirement is not just about complying with the Act, rather it enables agencies to conduct their business more effectively by documenting the requisite business processes. It also promotes continuity of operations, better interaction with clients, better quality control and more informed decision-making. Full and accurate records also provide evidence of an agency’s activities for accountability and legal purposes and to meet community expectations.
	The Policy should point out the paramount importance of good recordkeeping in achieving agency outcomes and establishing an official position on the making and keeping of full and accurate records of the agency’s business activities and internal administration.
	2.1.3  A link to identified agency recordkeeping requirements

	The nature and functions of an agency and the context in which it operates dictate what type of records of its activities it needs to make, what form those records should take, for how long they should be retained and what access should be provided to them over time. These ‘recordkeeping requirements’ are identified through a systematic analysis of the agency’s business needs, legal obligations, and broader community expectations, as well as an assessment of its exposure to risk if these evidential requirements are not addressed. 
	Although the identification of these requirements will be contained in the Records Management Procedures it needs to be referred to in the Policy to ensure that it is seen as a vital part of a Records Management Program.
	2.1.4  A statement on the ownership of records

	Sections 9, 11 and 12 of the Act state that all records made or received by agencies are the property of those agencies. Staff make, receive and maintain records on behalf of the agency and all records that they make as part of their duties belong to agencies.
	The Policy needs to emphasise the corporate ownership of records and stress that all such records are corporate assets that do not belong to individual employees. 
	2.1.5  A link with agency or government policies and information management plans

	Relationships with government policies and information management plans and programs in agencies need to be defined. For example, how does the Records Management Program relate to agency or government policies on:
	 emerging whole of government issues and proposed management structures and strategies, strategic priority setting including government and agency priorities, and whole of government service or resource issues;
	 business continuity and risk management - this should include a vital records assessment, analysis of records at risk, a disaster plan for records, and a specific assessment of the need to retain adequate records of risk assessments in agencies (See also Territory Records Office Records Advice No. 39 – Vital records);
	 corporate governance - this should include recognition of the need for good recordkeeping as an integral part of corporate management and provision for reporting about recordkeeping compliance issues at a corporate level; 
	 financial management - this should include provisions for the creation and retention of records required by law or by prudent risk management; 
	 information technology management - this should include recognition of the agency’s operating environment, including business information systems and any specific issues that will impact on records in this electronic environment;
	 the application of the ACT security classification scheme; and
	 the application of the ACT Government Cabinet Handbook.
	As required, the Records Management Program must include specific agency responses to relevant Government policy and audit recommendations.
	2.1.6  A definition of the responsibilities of proscribed staff in relation to the Records Management Program

	Principle 1 of the Territory Records Office Standard for Records Management No.1 - Records Management Programs requires that the Principal Officer as described in Section 8 of the Act be responsible for an agency’s Records Management. 
	Furthermore, it is required that the program be allocated appropriate resources to enable the Program to be established and maintained. In order to do this, the authorities, responsibilities and roles of all personnel who manage or perform recordkeeping processes must be defined. In smaller agencies, responsibilities for agency recordkeeping may form only a part of the duties of a specific staff member. Larger and/or more complex agencies would normally require dedicated Records Management staff, typically organised as a Records Management Unit. 
	In addition, the Records Management Policy should note that everybody who performs work on behalf of a Territory agency has responsibilities in relation to the records of the function they perform, and those responsibilities cannot expected to be borne by dedicated Records Management staff alone. Nor can those responsibilities be outsourced, even if the function of Records Management itself is. 
	See also: Territory Records Office Records Advice No. 56 – Recordkeeping responsibilities of ACT Government employees.
	Refer to Human Resources in Section 3 of this Guideline.
	2.1.7  The Policy must identify recordkeeping standards used by the agency

	The Policy must identify the legislation, standards and codes of best practice that the agency adheres to. These include both mandatory and voluntary codes and standards, especially the Territory Records Act 2002, and Territory Records Office Standards for Records Management. They may also include such standards as the Australian Standard on Records Management AS ISO15489, guidelines produced by external authorities such as professional organisations that meet the recordkeeping needs of the agency. 
	Some agencies may find it appropriate to include recordkeeping aspects of professional standards mandated by institutes of lawyers, accountants, health professionals, engineers and so on. If so, the Policy should state the intention to do so, and the Procedures should contain the requirements and methods for the inclusion of additional standards.
	2.1.8  The Policy must be dated and include a date for review 

	Principle 4 of Territory Records Office Standard for Records Management No.1 - Records Management Programs requires Records Management Programs to include a timetable for review of its elements. A Records Management Policy must therefore be dated and must include a date for review. 
	The Policy should also provide for review if the agency’s business and regulatory environment changes. An example of this could be a machinery of government change as part of which an agency gains or loses one or more functional responsibilities. As a result of significant administrative change it would, for example, be appropriate to examine the continuing relevance of nominated functions of both the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms and Whole of Government Records Disposal Schedules as well as the role of positions with defined recordkeeping responsibilities. 
	Refer Territory Records Office Records Advice No. 63 – Managing records during administrative change.
	2.1.9 The Policy must be consistent with codes of conduct and ethics 

	An agency’s Records Management Policy should be consistent with:
	 Code of Conduct
	 the ACT Public Service Code of Ethics 
	 the ACT Public Service Integrity Policy
	 the Respect, Equity and Diversity Framework
	 the Acceptable Use of ICT Resources Policy (2009)
	 the Critical Response and Incident Reporting Policy (2006)
	 the Access Control Policy (2009).
	3.0  RECORDS MANAGEMENT PROGRAM: RECORDS MANAGEMENT PROCEDURES
	Records Management Procedures specify how the Records Management Policy will be implemented. They detail the practical requirements of agency recordkeeping, including the standard operating procedures for all staff to follow when carrying out recordkeeping, and identify responsibility for each of the tasks in the recordkeeping process.
	The existence of approved Records Management Procedures and adherence to them by all staff are the principle means by which each agency will demonstrate compliance with the requirements of the Territory Records Act 2002. 
	Once agencies have defined their Records Management Policy, they need to develop comprehensive procedures, encompassing their core business and administrative processes, to assist staff to manage agency records.
	An agency’s operational Records Management Procedures should:
	 be consistent with Territory Records Office Standards and Guidelines;
	 encompass the core Records Management processes including processes for records held by external parties (i.e. outsourced activities); and
	 align with the agency’s Records Management Policy and objectives.
	Compliance with the agency’s Records Management Policy is dependent on agency staff applying the procedures and practices established on the capabilities of systems used to capture business information.
	Procedures should be able to be easily read with instructions presented in a clear and simple manner. Procedural help should be available to all agency staff through an in-agency source such as on-line help facility or phone assistance.
	3.1  What should Records Management Procedures include?
	3.1.1  The Procedures should include introductory material


	The Procedures must include a number of introductory statements to set the Procedures in context and to mandate adherence to them. The introductory material should include:
	 3.1.1.1  A statement of purpose

	The Procedures must outline their purpose noting that they detail the practical requirements of agency recordkeeping, including the standard operating procedures for all staff to follow when carrying out recordkeeping, and identify responsibility for each of the tasks in the recordkeeping process. They should refer back to the Agency Records Management Policy as their source of authority.
	 3.1.1.2  Authorisation

	The Procedures must include authorisation by the Principal Officer.
	To ensure Records Management activities operate as intended and are aligned with the agency’s Records Management Policy and objectives there needs to be appropriate and clearly defined management and oversight.
	Effective Records Management depends on the appropriate assignment of responsibility for Records Management within the agency, senior management support for Records Management and recognition that Records Management is a key agency function. 
	 3.1.1.3  A clear statement that adherence by all staff is obligatory.

	The Procedures must clearly address that the manner in which the agency will meet requirements of the Act and state that adherence to the procedures by all staff is obligatory.
	 3.1.1.4  The date of promulgation

	The Procedures must be dated and, if appropriate, should note for how long they are to remain current.
	3.1.2  The Procedures must define recordkeeping for the agency

	The definition of recordkeeping should include:
	 3.1.2.1  A definition of ‘record’

	According to Section 9 of the Act a record is written, electronic or in any other form, under control of the agency or to which it is entitled to control, kept as a record of its activities, whether it was made or received by the agency.
	A further definition is given by the Australian Standard on Records Management, AS ISO 15489, a record is:
	“Information made, received, and maintained as evidence and information by an organisation or person, in pursuance of legal obligations or in the transaction of business”.
	In other words, all documents made or received by Territory agencies which provide evidence of a business activity are Territory records. These records must be maintained in a manner that allows for accountability of the processes and decisions of government. 
	Such records may be in any form including, but not limited to: 
	paper 
	microfilm
	electronic documents
	maps
	plans
	drawings
	photographs
	data from business systems
	spreadsheets
	electronic messages
	digital images
	audio or video
	handwritten material. 
	Apart from material that has administrative, fiscal and legal value documents that have historical, informational or intrinsic value are also kept as Territory records. These records contain information, which is not only of interest to the agency making the record, but also to researchers and other members of the community. 
	The Procedures should also define the difference between a document, information and a record. Care should be taken to ensure proprietary terms are not used in the general procedures. However, where the electronic recordkeeping system uses general words in a specific way, the distinction must be made in the agency recordkeeping procedures. Instruction manuals on proper use of electronic recordkeeping systems can be appended to the general recordkeeping procedures.
	 3.1.2.2  A definition of ‘ Records Management’

	Section 10 of the Act defines Records Management as the managing of the records of an agency to meet its operational needs and, if appropriate, to allow public access to the records consistent with the Freedom of Information Act 1989 and for the benefit of future generations. 
	“Records management covers, but is not limited to, the creation, keeping, protection, preservation, storage and disposal of, and access to, records of an agency”. 
	A further definition is given by the Australian Standard on Records Management, AS ISO 15489 is:
	“Records Management is the field of management responsible for the efficient and systematic control of the creation, receipt, maintenance, use and disposition of records, including processes for capturing and maintaining evidence of and information about business activities and transactions in the form of records.”
	Records Management is the establishment of recordkeeping systems and the managing of records within those systems from the time they are made until the time they are no longer required.
	 3.1.2.3  A definition of the ‘agency’s recordkeeping system’

	The Australian Standard on Records Management, AS ISO 15489, defines a records system as an: 
	“information system which captures, manages and provides access to records through time.” 
	All of the business systems that an agency relies on should be capable of creating full and accurate records. In order to be “full and accurate”, records must be authentic, reliable, complete, unaltered and useable. The systems which support records must be able to ensure this and to protect the integrity of records over time. These terms have particular meanings for system design purposes.
	 Authentic – it must be possible to prove that a record is what it purports to be and that it has been made, received or sent by the alleged person and at the time purported. Records must be protected against unauthorised addition, deletion, alteration, use or concealment and the creation, receipt, and transmission of records needs to be controlled to ensure that records creators are authorised and identified.
	 Reliable – it must be possible to trust the content of a record as an accurate representation of the transactions to which it attests. It should be made and captured in a timely manner by an individual who has direct knowledge of the event or be generated automatically by processes routinely used by the agency to conduct the transaction. 
	 Complete and unaltered – it must be possible to protect a record against unauthorised alteration and to monitor and track any authorised annotation, addition or deletion. 
	 Useable – it must be possible to locate, retrieve, render and interpret a record and understand the sequence of activities in which it was made and used for as long as such evidence is required. 
	 System integrity – it must be possible to implement control measures, such as access monitoring, user verification, authorised destruction, security and disaster mitigation to prevent unauthorised access, destruction, alteration or removal of records and to protect them from accidental damage or loss. 
	All business systems used by an agency must be capable of capturing, maintaining and providing evidence of its business activities over time to satisfy the agency's recordkeeping needs. Every agency should identify what evidence of its unique business activities it needs to keep and what particular form or content such records should have. While the purpose and content of records will vary between agencies, much of the system capability or 'functionality' required to capture, maintain and access such records is common to all agencies. All agencies, irrespective of their unique business activities, require systems that can capture full and accurate records and perform processes for managing those records over time. 
	Personal systems, records stored on local drives such as group, shared and home drives are not acceptable as recordkeeping systems in a modern agency. These records are not adequately identified and cannot be adequately accessed over time. 
	 3.1.2.4  An outline of records management principles

	The Australian Standard on Records Management, AS ISO 15489, outlines the key principles of Records Management as: 
	 Records are made, received and used in the conduct of business activities. To support the continuing conduct of business, comply with the regulatory environment, and provide necessary accountability, organisations should make and maintain authentic, reliable and useable records, and protect the integrity of those records for as long as required. To do this, organisations should institute and carry out a comprehensive Records Management Program that includes:
	o determining what records should be made in each business process, and what information needs to be included in the records;
	o deciding in what form and structure records should be made and captured, and the technologies to be used;
	o determining what metadata should be made with the record and through records processes and how that metadata will be persistently linked and managed;
	o determining requirements for retrieving, using and transmitting records between business processes and other users and how long they must be kept to satisfy those requirements;
	o deciding how to organize records so as to support requirements for use;
	o assessing the risks that would be entailed by failure to have authoritative records of activity;
	o preserving records and making them accessible over time, in order to meet business requirements and community expectations;
	o complying with legal and regulatory requirements, applicable standards and organisational policy (See also Territory Records Office Records Advice No. 57 – Records and documents required for legal proceedings);
	o ensuring that records are maintained in an appropriate and secure environment;
	o ensuring that records are retained only for as long as needed or required, and
	o identifying and evaluating opportunities for improving the effectiveness, efficiency or quality of its processes, decisions, and actions that could result from better records creation or management.
	 Rules for creating and capturing records and metadata about records should be incorporated into the procedures governing all business processes for which there is a requirement for evidence of activity.
	 Business continuity planning and contingency measures should ensure that records that are vital to the continued functioning of the organisation are identified as part of risk analysis, protected and recoverable when needed.
	 3.1.2.5  An outline of the legislative environment

	The procedures should refer to legislation which regulates the management of records in the Territory including:
	 Territory Records Act 2002 which details the requirements for recordkeeping for Territory agencies;
	 Public Sector Management Act 1994 which states that “every person involved with the creation and/or management of public service records has a duty of care to ensure that records are managed in accordance” with proper recordkeeping standards, plans, systems and procedures managed by the Principal Officers;
	 Freedom of Information Act 1989 which allows public access to Territory records and gives members of the public the right to see records about themselves; 
	 Privacy Act 1998 which protects members of the public from the misuse of information about themselves and which gives people a right to see records about themselves;
	 Evidence Act 1971 which provides that a court may need to examine records as evidence of an agency’s decisions and actions and which details requirements relating to the authenticity of electronic records; and
	 Health Records (Privacy and Access) Act 1997 which controls access to private medical information.
	The Procedures also must refer to the legislation administered by the agency, noting that this will determine in large part the records that will need to be made and maintained in order for the agency to meet its operational needs. 
	This statement should particularly refer to any specific requirements in legislation relating to records creation, control (e.g. registers), retention or access. Some examples are: 
	ACT Quality Teacher Institute Act 2010
	Adoption Act 1993
	Interactive Gambling Act 1998
	Land Titles Act 1925
	Legal Aid Act 1977
	Radiation Protection Act 2002
	Stock Act 2005
	Road Transport (Vehicle Registration) Act 1999
	 3.1.2.6  Reference to recordkeeping standards adhered to by the agency

	All agencies are required to adhere to the Standards produced by the Director of Territory Records and this should be noted in the Procedures. 
	Any other standards or guidelines referred to in the agency’s Records Management Policy should be outlined and any limits to their use explained. The Australian Standard on Records Management, AS ISO 15489 has been adopted by the Territory Records Office as the model for best practice recordkeeping and is referred to throughout this Guideline. Agencies may wish to consider making AS ISO 15489 a standard to be used for guidance on issues not covered by the Territory Records Office Standards for Records Management.
	Some agencies may find it appropriate to include recordkeeping aspects of professional standards mandated by institutes of lawyers, accountants, health professionals, engineers and so on. If so, these should be detailed in the Procedures.
	3.1.3  The Procedures must commit the agency to adequate resourcing of its Records Management Program

	Agencies are obliged to allocate appropriate resources to enable the Records Management Program to be established and maintained. The Procedures should therefore specify the practical arrangements for recordkeeping in the agency including arrangements for resourcing the Program.
	 3.1.3.1  Financial resources

	Records Management Procedures cannot be implemented without adequate financial resources. These need not necessarily be detailed in the Procedures but a statement should be included on how the cost of the Program will be identified and where financial responsibility for it will rest in the agency. 
	 3.1.3.2  Human resources

	Relevant position profiles and duty statements must reflect the Records Management skills required by the agency. There may be a specific position such as an agency Records Manager or, alternatively, responsibility for recordkeeping may be included in a position profile of another position such as an Office Administrator. Large and/or complex agencies may require a number of dedicated Records Management staff.
	The following roles should be considered for inclusion in the Procedures, and have been included as roles in the Model Records Management Program:
	 Principal Officer

	The Procedures should reiterate the Principal Officer’s statutory responsibility for ensuring that the agency complies with the Territory Records Act 2002, for approving the Records Management Program and for ensuring that the plan is implemented and adhered to. Section 1 of the Model Records Management Program appended to this Guideline provides suitable wording for the Principal Officer’s approval of the Program.  The Principal Officer is required to:
	‣ ensure that the agency keeps full and accurate records of its activities;
	‣ ensure that the agency has an approved Records Management Program;
	‣ account for recordkeeping and recordkeeping systems within the agency to Ministers, the Legislative Assembly and others as required (e.g. auditors);
	‣ ensure that recordkeeping requirements are included in all business activities undertaken by the agency;
	‣ provide appropriate resources to maintain recordkeeping systems and processes;
	‣ implement the Standards and Guidelines for Records Management developed by the Territory Records Office under authority of the Territory Records Act 2002;
	‣ provide leadership and guidance to actively promote and support a positive recordkeeping culture throughout the agency; and
	‣ nominate a suitable Senior Manager responsible for recordkeeping responsibilities within the agency.
	 Director of Territory Records

	The Director of Territory Records is empowered by Section 33 of the Act to give assistance, advice and training to agencies in Records Management. Although agencies are under no obligation to seek such assistance, advice or training, agencies should ensure that nothing in their Programs prevents them from asking for such assistance if they require it. A brief statement in the Program noting that the Director of Territory Records may provide such assistance, advice and training if asked by the agency best does this. Agencies might seek the assistance of the Territory Records Office for a wide range of matters relating to Records Management including:
	‣ Records Management theory, procedures and practices and methods of training staff in these;
	‣ advice on employing consultants or contractors;
	‣ material on Territory records in the Standards and Guidelines;
	‣ whole of government records management tools such the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms and Whole of  Government Records Disposal Schedules;
	‣ disaster preparedness advice; and
	‣ compliance requirements.
	 Senior Manager with responsibility for Records Management

	Principles 1 and 2 of Territory Records Office Standard for Records Management No.1 - Records Management Programs require that a single identified Senior Manager be charged with agency responsibility for Records Management. The Senior Manager of the agency is appointed by the Principal Officer. The Senior Manager has responsibility for delivering the Records Management Program of the agency and reporting to the Principal Officer on its delivery. The Senior Manager is responsible for: 
	‣ compliance with external Records Management standards;
	‣ the implementation of internal recordkeeping practices;
	‣ ensure all personnel are aware of their individual responsibilities to create and keep records in corporate recordkeeping systems  in accordance with the agency’s Records Management Program;
	‣ ensuring that recordkeeping systems underpin and support business processes;
	‣ the appointment of a Records Manager to manage the day-to-day records management of the agency; 
	‣ where necessary, the creation of a Records Management Unit to assist the Records Manager;
	‣ approval of Procedures that are included in the agency’s Records Management Program;
	‣ ensuring new and existing personnel under their control undertake recordkeeping awareness training; 
	‣ ensuring full and accurate records of business activities are made and kept;
	‣ developing performance measures and evaluation measures, and implementing those measures, to meet corporate objectives and relevant standards; and
	‣ reviewing and updating the Records Management Program on a rolling basis such that the entire Program is reviewed and updated at least every five years.
	 Agency Records Manager

	The agency Records Manager is appointed by the Senior Manager to manage the day-to-day management of records within the agency in order to achieve the outcomes expected of the Principal Officer in relation to the Records Management Program.  This Officer must:
	‣ ensure agency-wide compliance with the Records Management Program including:
	 providing strategic planning for Records Management activities including resourcing, staffing and budgeting
	 ensuring that all records management tasks are assigned to identified positions
	 ensuring that recordkeeping principles are incorporated into all business processes
	 obtaining expert advice where required on records management issues and practices ;
	‣ ensure that external reporting requirements are met; 
	‣ undertake responsibility for ensuring that appropriate resources are allocated to enable the Program to be established and maintained;
	‣ ensure that effective recordkeeping strategies, policies and procedures are developed, maintained and communicated in compliance with legislative and other requirements;
	‣ providing a high level of advice on recordkeeping issues to the Senior Officer and other agency senior management, including notifications of non-compliance;
	‣ develop and implement recordkeeping systems, including negotiating for the necessary infrastructure and support to ensure compliance recordkeeping practices and systems;
	‣ monitor and maintain system administration for records systems;
	‣ coordinate facilities for the safe and secure storage of records in relation to relevant storage and accessibility standards;
	‣ identify and manage corporate records; 
	‣ develop, manage, test and review disaster preparedness and recovery strategies and procedures for all records, including electronic format records; 
	‣ take carriage of Records Management requirements for any administrative change to the agency, including the gaining and losing of records and their control records; 
	‣ upon request assist the Territory Records Office in the development and review of functional Records Disposal Schedules relating to the agency’s responsibilities that form part of the Whole of Government Records Disposal Schedules; 
	‣ ensure that staff charged with specific records management responsibilities are appropriately trained and managed for that task;
	‣ implement performance measures and evaluation measures to meet corporate objectives and relevant standards; and
	‣ implement reviews and updates of the Records Management Program on a rolling basis such that the entire Program is reviewed and updated at least every five years.
	 Records Management staff

	All agencies will have a requirement for staff with specific records management responsibilities. In small agencies such responsibilities may form only part of the duties of the nominated position. In larger and/or more complex agencies there would normally be a number of staff dedicated to recordkeeping tasks. Such positions must be identified and their duties outlined. 
	The duties would normally include:
	‣ design, development and maintenance of recordkeeping systems;
	‣ applying thesaurus terms from the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms to records to ensure consistent classification;
	‣ creating new files (whether paper files or electronic containers) and closing files;
	‣ accepting non-current records containers for storage, managing the storage of records, and providing a retrieval service;
	‣ provision of training in recordkeeping principles and practices;
	‣ facilitation of public access to records in cooperation with agency FOI officers and officers involved in the preparation of litigation;
	‣ appraisal and participation in the development of the functional Whole of Government Records Disposal Schedules; and
	‣ sentencing of records to determine retention periods against the Whole of Government Records Disposal Schedules.
	For the Records Management function to be effective, agencies will need to employ staff with appropriate qualifications and/or skills and experience.
	In order for agencies to ensure that they have capable staff they need to:
	‣ identify their staff requirements – for example the number of staff and the skills, knowledge and capability;
	‣ frequently assess Records Management staff performance and provide appropriate feedback through a formalized performance assessment process. This process should be utilised to identify staff training and development requirements;
	‣ develop a human resource management plan for agency Records Management staff;
	The Records Management function of an agency should also provide regular records management training and development activities – particularly for new agency staff; and regularly monitor their records management training program for relevancy.
	Some agencies may outsource these tasks, but they should still be noted in the procedures and the relevant records kept according to the outsourcing guidelines.
	 Managers and supervisors

	Managers and supervisors at all levels are responsible for ensuring that staff under their direction meet all the requirements of the Act and that they abide by the agency Records Management Program. Records Management is as important a part of their supervisory and management functions as any other part.  All managers and supervisors should:
	‣ have detailed knowledge of business recordkeeping requirements in areas for which they are responsible;
	‣ know the Records Management Procedures in sufficient detail to be able to meet their responsibility;
	‣ be familiar with the principles of Records Management;
	‣ ensure that records are made as evidence of business activity and are captured as complete and accurate Territory records;
	‣ provide guidance and on the job training in good records management practice;
	‣ ensure staff understanding of records management reaches required standards; and
	‣ ensure the Records Management Procedures are implemented.
	 Staff

	All staff have responsibilities in relation to the records of the functions they perform.  In particular they are required to:
	‣ make accurate records of their activities; and
	‣ place records, including electronic records, into the agency recordkeeping system.
	The Procedures must make clear that staff fulfil those responsibilities by adhering to the recordkeeping processes outlined in them.
	Sound Records Management requires all agency staff to comply with an agency’s Records Management Policies and Procedures.
	All agency staff should be aware of the policies and procedures and understand the importance of effective Records Management.
	Agencies should implement strategies for communicating Records Management Policy and Procedures – either electronically (internet/intranet); via publications (leaflets/brochures/reference guides); and/or by conducting regular records management training awareness sessions for agency staff.
	The above strategies will help ensure all agency staff (including contractors):
	‣ understand their responsibilities in relation to Records Management; and 
	‣ acquire a practical, working knowledge of the agency’s Records Management policies and procedures.
	 Contractors and consultants

	Contractors and consultants are responsible for ensuring that full and accurate records are made of the work they undertake. To do this they must adhere to all relevant parts of the Procedures. The Procedures should therefore make clear that Records Management issues must form a specific part of the conditions of the appointment of contractors and consultants.
	 Business information system owners and administrators

	Business Information System owners and administrators responsible for specifying information and systems management requirements and business rules are required to: 
	‣ capture, retain and maintain full and accurate records for as long as they are required; 
	‣ ensure systems are designed, developed and implemented with appropriate recordkeeping functionality and procedures; 
	‣ maintain business continuity plans to ensure records are accessible; 
	‣ implement procedures and controls to ensure that records are protected, preserved and authentic. 
	 Identification and maintenance of skills

	To fulfil the requirement to adequately resource the Records Management Program, agencies must ensure that all staff have adequate skills to be able to undertake recordkeeping at the appropriate level. Records Management Procedures must specify how such skills are to be identified and inculcated.
	Training in recordkeeping skills should be available for both Records Management and general staff. The training should include the recordkeeping roles and responsibilities for all staff within the agency. This training should cover records in all formats and all recordkeeping systems. It should also provide information about the use of all Records Management tools, such as a Business Classification Scheme, the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms, and the Whole of Government Records Disposal Schedules. All new staff should be given basic recordkeeping training as part of induction programs.
	3.1.4  The Procedures must establish normal recordkeeping practices and business rules

	The guiding principle in developing recordkeeping practices and business rules is that recordkeeping should be a routine part of transacting business. It needs to be closely aligned to the agency’s business processes, and should help rather than hinder staff in carrying out their work. If recordkeeping processes are difficult and divorced from the rest of the agency’s business practice it will be extremely difficult to ensure that all of the agency’s activities are documented in its recordkeeping system. 
	The Procedures must cover all records, in all formats and in all recordkeeping systems, both automated and manual. They must include electronic messaging, web pages, and documents made electronically as well as records in more traditional formats.
	The Procedures must establish specific practices for dealing with records covering the continuum of recordkeeping from the creation of a record to its destruction. 
	Normal recordkeeping practices and business rules should include the following:
	 3.1.4.1  The recordkeeping system

	The recordkeeping system is included in the Model Records Management Program. 
	 Description and explanation of the recordkeeping system

	All business systems used by an agency must be capable of capturing, maintaining and providing evidence of its business activities over time to satisfy the agency's recordkeeping needs. Every agency should identify what evidence of its unique business activities it needs to keep and what particular form or content such records should have. 
	All agencies, irrespective of their unique business activities, require systems that can capture full and accurate records and perform processes for managing those records over time. In order to be full and accurate, records must be authentic, reliable, complete, unaltered and useable and the systems that support them must be able to protect their integrity over time. The type of structural and contextual information or metadata that is built into an agency’s business systems, and the way in which that metadata is applied, influences such characteristics. 
	In order to capture, maintain and provide evidence over time, systems must also be capable of performing various fundamental recordkeeping processes. These processes govern the following operations: 
	‣ Capture – formally determine that a record should be made and kept; 
	‣ Registration – formalise the capture of a record into a designated system by assigning a unique identifier and brief descriptive information about it (such as date, time and title); 
	‣ Classification and indexing – identify the business activities to which a record relates and then link it to other records to facilitate description, control, retrieval, disposal and access; 
	‣ Access and security – assign rights or restrictions to use or manage particular records. This must include rights and restrictions under the security classifications employed by the ACT Security Classification Scheme; 
	‣ Appraisal – identify and link the retention period of a record to a functions-based Records Disposal Schedule at the point of capture and registration; 
	‣ Storage – maintain, handle and store records in accordance with their form, use and value for as long as they are legally required (See also Territory Records Office Records Advice No. 57 – Records and documents required for legal proceedings);
	‣ Use and tracking – ensure that only those employees with appropriate permissions are able to use or manage records and that such access can be tracked as a security measure; and 
	‣ Disposal – identify records with similar disposal dates and triggering actions, review any history of use to confirm or amend the disposal status, and maintain a record of disposal action that can be audited. 
	 Types of records

	Records may be in any form:
	‣ paper, microfilm, electronic;
	‣ documents or files, maps, plans, drawings, photographs etc.;
	‣ data from business systems, word-processed documents, spreadsheets, digital images, databases;
	‣ electronic messages
	 electronic mail (email). (See also Territory Records Office Records Advice No. 3 – Email as a Record); 
	 electronic document exchange (electronic fax); 
	 electronic data interchange (EDI); 
	 voice mail; 
	 instant messaging; 
	 short messaging services (SMS); 
	 enhanced messaging services (EMS); 
	 multimedia messaging services (MMS); 
	 multimedia communications, eg teleconferencing and video-conferencing. 
	‣ audio or video; and
	‣ handwritten documents.
	Common types of records, with evidential value, that will be found across government include:
	‣ administrative records – procedures documentation, registers, forms and correspondence (e.g. staff manuals, rosters, travel bookings);
	‣ accounting records – reports, forms and related correspondence (e.g. invoices, bank account records, customer billing reports);
	‣ project records – correspondence, notes, product development documentation; 
	‣ case files – client records, personnel records, insurance, contracts and lawsuit files and
	‣ security classified records.
	Procedures need to identify the types of records in use within the agency and outline any specific practices for dealing with each sort of record.
	 Electronic messages

	There are two main types of electronic messages, these are:
	‣ records required for ongoing business: transactions that provide evidence of business activities (e.g. directives, development of policy issues); and
	‣ records of ephemeral value: information messages with a business context but not part of a business transaction, (e.g. notification of a meeting or a message containing an attached document, and personal or social messages).
	Electronic messages sent or received in the performance of agency business are records. The procedures will assist in the identification of records by cataloguing criteria for assessment such as: 
	‣ Does the electronic message authorise or approve a particular course of action? 
	‣ Does the electronic message discuss policy and procedural issues? 
	‣ Does the electronic message exchange corporate information with an external agency or organization? 
	‣ Does the message contain information that would normally belong on a file? 
	‣ Is it likely that others may wish to review and or access the electronic message at a later date? 
	Private messages that are unrelated to agency business are not electronic messaging records. 
	Information-only messages (e.g. an email informing staff that there will be an emergency fire drill on the first Tuesday of the following month) should only be considered for retention by the original creator of the message. 
	In order to maintain their value as evidence, electronic messages must be inviolate; that is, they cannot be altered or manipulated, for as long as they are retained. They must also be a complete record, have content, context and structure, and accurately reflect what was communicated, decided or done.
	Content is the substance of the message, either in the body of the text or in an attachment to the message.
	Context includes all information about the circumstances in which the message is made, transmitted, maintained and used.
	Structure refers to the way the parts of the message relate to each other; for example the original message and its reply must appear together or the system needs to be able to provide both a contextual and structural view.
	The use of a corporate template can ensure that e-mail sent by agencies is a complete record. The template can ensure that there is sufficient metadata included in the message to provide content, context and structure. Metadata would include:
	‣ details of recipient;
	‣ details of author;
	‣ details of sender, if different from author;
	‣ time and date sent;
	‣ time and date received;
	‣ subject or title;
	‣ business activity or transaction documented;
	‣ details of transmission; and
	‣ details of content data format.
	Agencies should be alert to the business and security risks associated with electronic records. The unmanaged creation, use and storage of e-mails and other electronic messages can result in poor service delivery, accountability failures, loss of corporate memory and over time, diminished cultural assets. 
	See also Territory Records Office Records Advice No. 5 – Electronically Created Records.
	The procedures should include instructions on who is responsible for keeping e-message records. In general, the initiator of e-message should be responsible for capturing the record into the agency recordkeeping system. Wherever possible the initiator should link the e-message to the relevant file number to make the link to the corporate recordkeeping system. In paper based recordkeeping systems this means that the e-message needs to be printed out and placed on the appropriate paper file.
	Recipients of the messages should make their own decisions as to whether they are involved in the business transaction of the message or whether they are only receiving a copy for information. Electronic messages received from outside of the agency, which are Territory records, must be captured into the recordkeeping system by the receiver.
	If the message is consequently forwarded to other recipients, with added content, the message has become a new record and again needs to be captured into the corporate recordkeeping system.
	 Web pages

	With agencies conducting a significant and rapidly increasing proportion of their business over the Internet, it is vital that they set in place policies, procedures and systems that ensure full and accurate records of web-based activity are made and retained. 
	The creation and maintenance of authentic, reliable, accurate and durable evidence of web-based activity is essential if agencies are to retain corporate memory and meet legal obligations and community expectations. Good web-based recordkeeping is also essential if agencies are to maximise both the efficiency of online operations and the return on investment in information assets. Online resources constitute a vital component of the documentary record of the Territory. If future generations of Australians are to be able to understand life and the role of government in the early 21st century, they will need to have access to preserved copies of significant government online resources and records of government web-based activity. 
	Agencies should ensure that storage media and related technologies used for maintaining electronic records over time are designed so that the evidential elements of electronic records are accessible but cannot be altered. This includes considering issues such as implementing security controls, data administration measures, audit trails and adopting media and open standards that meet longevity and migration requirements.
	Three or four different groups of agency staff may have responsibility for making and keeping records of web-based activity and resources. They are: 
	‣ content authors; 
	‣ website administrators; 
	‣ recordkeeping staff including electronic record systems administrators; and 
	‣ information technology staff, such as network managers or domain administrators. 
	Although the spread of responsibilities may vary from agency to agency, the important point is that responsibilities must be assigned to individuals or positions, and documented. Responsibility for capturing individual records of web-based activity into a formal agency recordkeeping system must be assigned to appropriate staff. It would make sense to assign this responsibility to either the content author, to agency publications staff or to recordkeeping staff, rather than to the website administrator. The agency may outsource this function to Shared Services ICT, another agency’s internet management team or outside the ACT Public Service. In which case, records of the contractual arrangement must be noted in the procedures.
	Shared Services ICT has published a suite of guides complementary to this Guideline that should be used when making websites. These are:  
	‣ Acceptable Use of ICT Resources Policy; 
	‣ Website Development and Management Standard; and  
	‣ Metadata for Web-based Resources Standard.
	 Other records made electronically

	The Common Operating Environment (COE) or Standard Desktop Environment used throughout Territory agencies includes Windows and Microsoft Office. Within this latter product there are several programs including Word, Excel, Access, Project, Publisher and PowerPoint. Other systems may contain evidence of business activities that are not being managed as records, such as work-flow programs, SharePoint, database applications, shared drives and web applications. Documents made and stored using these products, which are the evidence of a business transaction, are Territory records. The agency procedures must describe how the products of these programs are to be managed as records.
	The IT systems that make and store only allow for the management of the documents, not for their ongoing management as records. A document management system can be identified by the following criteria:
	‣ allows documents to be modified and/or to exist in several versions;
	‣ may allow documents to be deleted by their owners;
	‣ may include some retention controls;
	‣ may include a document storage structure, which may be under the control of users; and
	‣ is intended primarily to support day-to-day use of documents for ongoing business.
	This kind of management allows documents to be altered, which means that they cannot be accepted as evidence of the business of government. Documents made using these systems must be captured into the corporate recordkeeping system in order to have the enduring evidential status of a record and to be available over time. 
	The procedures will have to address the problems related to the ongoing accessibility and useability of records made electronically such as:
	‣ the unreadability of the format of the record into the future;
	‣ electronic records being subject to undetectable change;
	‣ electronic records not being captured due to employment of paper based processes;
	‣ the ability for the context of an electronic record, and its relationship to other records, being easily lost; and
	‣ the expense of capturing context.
	Records made electronically must be captured at time of creation because:
	‣ a record is more reliable as evidence if captured at time of creation;
	‣ there is more chance that the record will be captured if it is done immediately; and
	‣ information capture that is done at the time of creation is both cheaper and more reliable than that of post hoc data entry.
	For evidentiary purposes, it is necessary to be able to prove who made the record, when it was made, and that it has not been subsequently altered. This is to guard against forgery and alteration of the record by its maker or the administrators of the system. Proof of who made the record and when it was made must be maintained over time. See the Territory Records Office – Standard Number 9 – Records Digitisation and Conversion and the related Guideline for detailed information to be included in the procedures.
	The format of records made electronically must be able to support itself over time. The record must be in a form that can be easily migrated to new versions, or copied from one medium to another, without loss of quality. Records must remain accessible, as they are of no use if they cannot be located, and must be able to be viewed as the creators originally saw them. The context of the record must also be maintained.
	Records made electronically must be captured into the corporate recordkeeping system. In a paper based recordkeeping system all records must be printed out and placed on the appropriate file. Records may also be stored electronically to allow for ease of accessibility but any version change must be added to the paper file.
	 Describing records

	Records need to be described so that they can be retrieved when required. This description must happen when the record is made. Agencies will usually describe their records with the needs of their own staff in mind. However, consideration should be given to the needs of external users when describing records that will be kept for more than 20 years. 
	See also Territory Records Office Records Advice No. 27 –Subject level control of ACT Government records.
	Territory Records Office Standard for Records Management No.3 - Description and Control outlines the requirements for record description in more detail. It requires six minimum descriptive elements for all records, noting that electronic recordkeeping systems will certainly require more elaborate descriptive schemes including a comprehensive metadata structure. The six minimum elements are:
	‣ Date – as a minimum the date of making is required. For records received by an agency the date of receipt should be recorded. If a record is captured into the recordkeeping system on a different date to its date of making, this also should be recorded.
	‣ Creator – the identity of a record’s maker is essential in understanding the record’s purpose, reliability and the business activities the record describes. At a minimum, agencies should capture both the name and position of records creator.
	‣ Title - records need to be named in a way that accurately describes the contents of the record and assists in its retrieval. Agencies must use the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms, which is a controlled language system, to classify and structure the title their records. The Business Classification Scheme which agencies will need to produce in order to appraise records is a useful system for applying controlled language. The Director of Territory Records has provided the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms relating to functions carried out by Territory.  The use of this Thesaurus will ensure a consistent approach to the classification of records of across the Territory. The use of this Thesaurus is mandated for use by agencies for the classification and titling of records. The Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms is linked directly to the Whole of Government Records Disposal Schedules to ensure a consistent approach to the disposal of Territory records. Agencies should nominate appropriate functional classification terms, which are related to the disposal schedules that meet the needs of their records in the agency’s Records Management Program.
	‣ Identifier – all records should be given an identifier, number or control symbol that is unique within the agency’s recordkeeping system. This distinguishes one record from another and guarantees the authenticity of records within the system. The system used will depend on the agency’s needs. In electronic recordkeeping systems the unique identifier may be automatically generated, while in manual systems it is typically assigned by Records Management staff.
	‣ Management history – all Records Management actions carried out on a record must be recorded. This includes the record’s making, capture into the recordkeeping system, classification or titling, sentencing, disposal class and destruction. The date of each action must also be recorded, as well as the identity of the person or position carrying out the action. Management histories are important accountability tools and help to guarantee the authenticity of records by ensuring that any action carried out on them is recorded. In paper recordkeeping systems management histories are usually recorded in registers, on registration cards created for each record or on the file cover. In electronic systems this information is often recorded in audit logs. Regardless of what system is used the management information about every agency record must be captured and retained permanently, even after the records to which the management history relates have been destroyed.
	‣ Use or Movement history – the use history of a record is very similar to its management history. It should record use that is made of the record. In paper systems this information is often recorded in file movement cards or on file covers. In recordkeeping systems it is often recorded in audit logs. Regardless of what system is in place, when a record is used by an agency a use history record should be captured. This use history must be retained for the life of the record to which it relates. Use histories should record the date of use and the identity of the user.
	 Controlling records

	Descriptive information about records assists in the control and management of them. By describing records using terms that reflect the functions and activities carried out by the agency, other recordkeeping tasks, such as applying records disposal classes for sentencing, can be simplified. Descriptive information about who made, accessed or carried out tasks on records helps to ensure their reliability and authenticity. Assigning unique control symbols to records makes it easier for agencies to identify missing or fraudulently made records. This information about who made and used records and when, is also important evidence of the actions of government officials and is vital for short- and long-term accountability to regulators and to the public at large.
	Records and the descriptive information about them must be maintained in an appropriate and secure environment so that they cannot be altered or destroyed without proper approval.
	 Changing records

	If records require amendment for any purpose, information about the purpose and nature of the change and the authorisation for it must be recorded in the use and management histories for those records.
	 Files and containers

	A file is a systematic, administrative accumulation of electronic or paper records kept together because they deal with the same activity, subject, person or transaction, and allocated a unique identifier. In electronic recordkeeping systems a file may be called a container or a folder. The rules outlined above, relating to describing and controlling records, apply equally to files. 
	In many recordkeeping systems only Records Management staff may make files. This is to avoid the risk the creation of multiple files relating to the same activity or transaction. Whatever the practice is in relation to file making, it should be specified clearly in the Procedures.
	 3.1.4.2  Making and capturing of records
	 Making records


	Records must be made before they can be managed. Section 14 of the Act requires agencies to “make and keep full and accurate records” of their activities. 
	Much of the work of agency staff results automatically in the creation of a document. To make these records adequate for the purpose of evidence they must be legible and dated and captured into the recordkeeping system. 
	Where an individual performs an action that does not in itself generate a record, they should decide whether a record needs to be made, i.e. will they have to account for that action later?
	Verbal decisions, transactions or commitments should be documented by making a record. Minutes or notes of meetings with external organisations need to be made. Notes taken at the time of the meeting should be retained until a formal minute of the meeting is made and accepted as correct. Drafts can then be discarded. Notes of significant telephone communications should be made at the time, dated and placed on file. Creating records in these circumstances has a significant cost benefit in terms of approved decision-making. Electronic messages (e-mail and faxes) are records, too, and should be captured in the recordkeeping system.
	In cases where decisions are made as part of a process with established procedures and criteria the records should clearly show that established criteria have been consistently applied. Where a decision-maker departs from the norm, the reasons for doing so should be documented.
	In some business processes, such as the development of reference documents and policies, drafts of the same document may be retained to provide evidence of the process. Each draft may be a record valuable for future reference in its own right. In all other cases drafts can be discarded once the final document has been developed. This is a risk-based decision dependent on the importance of the transaction.
	 When should records be made

	The procedures should require records to be made at the time of, or soon after, the event it relates to. They should be made by individuals or systems that have direct knowledge of, or involvement in, the facts of the event. This is essential for the accuracy and authenticity of the record.
	 How should records be captured in the recordkeeping system

	How records should be captured into recordkeeping systems depends on the nature of the system. In manual systems it is typically done by attaching the record to a file and assigning the next folio number to it. In electronic systems saving the record to the recordkeeping system typically performs the capture. The procedures should make clear the process to be adopted in the agency.
	 When should records be captured in the recordkeeping system

	The Procedures should require records to be captured in the recordkeeping system at the time that or soon after, the record is made or received. It should be the responsibility of the person who makes the record to ensure that the record is incorporated into the recordkeeping system. In some paper based systems the physical incorporation of the record into the system (e.g. by attaching a folio to a file) may be assigned to specific Records Management positions.
	 3.1.4.3  Location of records
	 Location 


	Records should be stored in an appropriate and secure environment. The procedures need to specify where agency records are to be located. As a general rule records should not be retained by individuals for longer than they need them for the purposes of current work. 
	 Access to records

	Records are corporate property and may contain a significant amount of confidential, financial, personal and private information. Because of this, access to records should be on the basis of the need to use them for authorised work purposes. Browsing records out of curiosity should not be permitted. 
	As records should be maintained in an appropriate and secure environment and as the use of them needs to be recorded, formal procedures should be devised to provide access to them. The requirements and their level of formality will vary with the size and complexity of the agency; however the procedures should outline how staff will access the records that they need to carry out their work.
	 Finding records

	Information is made about records as they are made, captured and received. Recordkeeping systems use this information to find records. It is usually accessible to staff in the form of indexes, registers or other searchable metadata. 
	The Procedures should outline the access tools and finding aids available to help staff ascertain the existence of records or to locate the records that they require for their work. They should also specify where help in finding and locating records is available in the agency and how to obtain it.
	 3.1.4.4  Storage and movement of records
	 Storage and security


	The Procedures must specify the level of security and protection to be given to the records as well as how access to the records over time will be managed. All agency records, regardless of format, need to be stored in an appropriate and secure environment. It is important that all these points are considered from the time records are made. For example, an agency might decide to use archival quality paper rather than recycled paper for valuable paper records.
	The level of security applied to records should reflect the value or sensitivity of the information contained on those records. 
	Security restricted records are those records whose unauthorised disclosure would damage corporate security or individual privacy, give unfair commercial advantage or cause harm to an individual or organisation. Special attention should be given to the handling, storage, access and authorisation of such records. As a general rule, security restricted records should be appropriately marked, kept secure, not transmitted by fax and not photocopied. 
	Storage options need to involve an assessment of the characteristics of storage facilities and associated services and the physical characteristics of the records as well as the operational environment and the information content of the records. Storage must protect the records from inappropriate access as well as damage.  Territory Records Office Standard for Records Management No.7 – Physical Storage of Records details the requirements for the storage of records.
	 Movement of records

	Control of the movement of paper records is another aspect of record security. The methods chosen will vary with the size and complexity of the agency. In some agencies specified staff will be responsible for regular ‘clearance runs’, while in others individual staff members may be responsible for passing records to colleagues or back to storage. 
	Whatever the rules applied, the procedures should outline them in detail and should make clear that they are to be followed by all staff.
	 3.1.4.5  Preservation of records

	Records Management Programs must establish a regime for the proper care of records of the agency, particularly records of archival or enduring value. Procedures should therefore include mention of preservation strategies and disaster prevention and recovery.
	 Preservation strategies

	The prime strategies for preserving records are to ensure that all staff treat records carefully, to implement adequate storage standards and records handling practices, and to use archival quality materials for records expected to have a long life. Preservation of electronic records requires strategies to migrate records to new systems in such a way that the records can be maintained as reliable, authentic evidence over time.
	Records that have deteriorated over time or suffered damage by use or through disastrous events may require specific conservation treatments by experts. Advice on suitable treatment and on the availability of experts is available from the Territory Records Office.  In some cases conservation may be undertaken by converting records onto another medium such as film or electronic formats. Conversions between formats must conform to the requirements of Territory Records Standard for Records Management No. 9 – Records Digitisation and Conversion.  Advice on this is also available from the Territory Records Office.
	 Disaster prevention and recovery

	Agency disaster planning and preparedness must include plans for the protection of records and for the recovery of records that suffer the effects of fire, flood, building damage or other disasters.
	 Arrangements for preserving records containing information that may allow people to establish links with their Aboriginal or Torres Strait Islander heritage

	Section 16(i) of the Act requires agencies to make arrangements for preserving records containing information that may allow people to establish links with their Aboriginal or Torres Strait Islander heritage. Section 17(1)(d) requires agencies to consult with the Territory Records Advisory Council about such arrangements before the Principal Officer approves the agency’s Records Management Program.
	The ACT Government’s response to the Bringing Them Home report included a commitment to assist Indigenous Australians to trace links to their families and communities. This requirement is to aid in the fulfilment of that commitment.
	A survey in 2001 of Aboriginal and Torres Strait Islander records in the custody of the ACT Government concluded that: 
	“… there are few records in the custody of the ACT Government that contain names or other details of any significant number of people identified as Indigenous which would be of use in assisting family reunion.”
	It listed some such records and noted that individual records containing name and family information about Indigenous people that could potentially assist in family reunion may be discovered serendipitously from time to time. Procedures must therefore include arrangements for preserving such records where they exist or are discovered. 
	See also Territory Records Office Records Advice No. 60 – Managing Aboriginal and Torres Strait Islander records and Records Disposal Schedule – For preserving records containing information that may allow people to establish links with their Aboriginal and Torres Strait Islander heritage.
	 3.1.4.6  Disposal
	 Appraisal of records


	Territory records cannot be destroyed or otherwise disposed of without first being appraised. Territory Records Office Standard for Records Management No.2 - Appraisal details the requirements for appraisal of records.
	Government records are an important source of information and evidence about the jurisdiction to which they relate. The ACT Government seeks to preserve Territory records for the benefit of all Australians. The appraisal process determines which records meet these criteria and should therefore be preserved and made accessible for research. Appraisal also examines accountability and business requirements in order to determine when records, which do not meet these criteria, have served their accountability and business purposes and can therefore responsibly be destroyed. 
	Some Territory Records will be retained and preserved as archives. These are records that document:
	‣ the significant policies and actions of the Territory;
	‣ the interactions of government with the people and their environment; and
	‣ the social, political, cultural and economic development of the Territory as it is influenced by government activity.
	 Whole of Government Records Disposal Schedules

	The Director of Territory Records has approved a suite of disposal schedules known as the Whole of Government Records Disposal Schedules for records relating to functions carried out by the Territory. The use of these Records Disposal Schedules will ensure a consistent approach to the disposal of these records across the Territory. The Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms is linked directly to the Whole of Government Records Disposal Schedules.
	Agencies need no further approval to use the Whole of Government Records Disposal Schedules and are required to adopt those schedules for the disposal of records of functions carried out by their agency.
	Records Disposal Schedules are a systematic and comprehensive listing of categories of records made and/or kept by an agency, which plans the life of those records from making to ultimate disposal or use as Territory Archives. The Whole of Government Records Disposal Schedules document whether records should be retained or destroyed once they are no longer required to meet business needs, the requirements of agency accountability and community expectations. The aim of the Whole of Government Records Disposal Schedules is to provide continuing guidance to staff on:
	‣ records identified as having continuing value (Territory Archives); and
	‣ records that can be destroyed as soon as they are no longer required for the business purposes for which they were made.
	Section 17 of the Act provides that a Principal Officer cannot approve a Records Management Program unless it identifies functions from the Whole of Government Records Disposal Schedules approved by the Director of Territory Records. Agencies may utilise any of the functions from Whole of Government Records Disposal Schedules that suit the requirements of records created and managed by the agency. Every functional Records Disposal Schedule that is to be applied to an agency’s records must be identified within its Records Management Program.
	The attention of all staff should be drawn to useful information contained in the introduction to each of the functions employed by the agency as it may contain information about a disposal freeze or other practice specific to the Schedule. 
	See also: Territory Records Office Records Advice No. 32 – Utilising a Records Disposal Schedule and Territory Records Office Records Advice No. 33 – Special approval to dispose of records.
	 Normal Administrative Practice (NAP)

	NAP refers to common practices for destruction of ephemeral, duplicate or transitory material of no evidentiary or continuing value, which normally can be destroyed immediately or as soon as reference ceases. NAP is designed to ensure that transitory material can be disposed of without the need for formal approval of destruction and to improve business efficiency without risk to accountability. NAP is not intended to replace the use of approved functional Records Disposal Schedules, which are the authority for destruction of agency records.
	The Procedures should make clear the purpose and the limits of NAP in destroying such material.
	Material that can normally be destroyed using NAP includes:
	‣ working papers consisting of rough notes, calculations, diagrams, etc, used for the preparation of records;
	‣ duplicates and copies of documents where the original is safely retained within the agency’s recordkeeping system – ensure this is the case before destroying the copy;
	‣ drafts where the contents have been reproduced in a final document;
	‣ modifications and updating of data as part of the running of established electronic software programs, where such processes do not result in the loss of data of continuing value;
	‣ published materials used as reference only including pamphlets, leaflets and brochures;
	‣ information from other organisations which is not essential to your agency’s functions; and
	‣ personal paraphernalia such as invitations, tickets, brochures etc.
	All other records must be covered by authorised functions from the Whole of Government Records Disposal Schedules. Refer to the Territory Records Office Records Advice No. 2 - Normal Administrative Practice (NAP), for further information on material that can and cannot be destroyed under these provisions.
	 Implementing the Whole of Government Records Disposal Schedules

	Responsibility for implementing selected Records Disposal Schedules must be included in the Procedures.
	Generally, it is most effective to require implementation at the time records are made as a responsibility for all staff that make or capture records. Implementing disposal action for older records would normally be the responsibility of nominated Records Management staff. 
	Records Disposal Schedules are applied to records by ‘sentencing’. Selecting the entry, known as a class, in the Records Disposal Schedule that applies to that record and allocating the appropriate retention period does this. By including disposal information at the time of making files, many of the tasks involved with records disposal can be automated. 
	 Where the disposal sentence does not meet the agency’s needs, the disposal sentence may need to be amended.   For example, the circumstances of the records have changed due to altered regulatory requirements that may cause the affected records to be kept longer than the previously recommended sentence.
	Records that are required for any impending legal action will need to be retained for the duration of that legal action, including all appeal actions, even if the sentence applied is due for application. Records will be able to be disposed of in accordance to the given sentence directed with the trigger to be enacted commencing from the conclusion of the matter.
	 Pre-self-government records

	There are several options for dealing with managing the appraisal of pre-self-government records:
	‣ Agencies may elect to retain all pre-self-government records (that is records made prior to 1989) in which case they do not need to be retrospectively appraised. These records will be available for public access under S.26 of the Act from 1 July 2008.
	‣ They may undertake a program to appraise some or all of these records in accordance with the agency Records Management Procedures using approved functions from the Whole of Government Records Disposal Schedules. 
	 Authorised destruction of records

	Agencies must:
	‣ use only current, approved functions of the Whole of Government Records Disposal Schedules to authorise the destruction of records;
	‣ ensure that sentencing staff are appropriately trained;
	‣ ensure that Records Disposal Schedules are correctly applied to records; and
	‣ ensure that all sentencing decisions are recorded and retained.
	 Secure destruction

	Records approved for destruction must be transported and disposed of securely. This means that the records should not be able to be accessed in transit, they should be immediately taken from the vehicle and destroyed, and the information contained in the records should not be retrievable following destruction. 
	Pulping is the preferred method of destruction for paper records, although shredding may be suitable for non-sensitive material. Records in other formats such as floppy discs, computer hard drives, film, video and magnetic tapes should be destroyed by appropriate methods. Further advice can be sought from the Territory Records Office.
	 3.1.4.7  Public access and use

	The Act provides for a general right of access to records to meet the obligations of government to
	 “…support accountability and democratic government and to enrich the community through a source of cultural and collective memory”. 
	The public access provisions of the Territory Records Act 2002 came into effect from 1 July 2008. This gave the public a statutory right of access to Territory Records that are more than 20 years old.  Access to Territory Records is provided by ArchivesACT with the support of all Territory agencies.
	Access will be given under the Act according to the principles of openness and equity. Records will be presumed to be available for access unless they clearly belong to an exempt category. Access to records will be administered equitably, so that records that are open are open to all people. 
	Agencies must manage records in ways that ensure that the information they contain remains accessible. This may include:
	‣ monitoring the time taken to comply with requests for access;
	‣ migrating electronic records to ensure that information is accessible in a current system;
	‣ providing finding aids to records;
	‣ providing access to file indexes;
	‣ ensuring that unauthorised destruction of records does not take place;
	‣ consulting with the public about disposal proposals;
	‣ providing an appropriate and secure environment to prevent loss and damage; and
	‣ undertaking conservation surveys and treatments.
	 Assistance to the public

	Under Section 27 of the Act agencies are required to assist members of the public to make applications for access to records and must comply with any access request in a ‘reasonable time’. Suggested benchmarks by the Territory Records Office for assisting the public in a reasonable time are less than 30 days for standard requests, to no more than 90 days except for the most complex or large requests. Applicants should be kept informed of the progress of their request.
	 Exemptions from access (Section 28)

	Under Section 28 of the Act, agencies may apply to the Director of Territory Records to have records exempted from public access under a number of provisions set out in the Act. These are provisions from the Freedom of Information Act 1989 and relate to records:
	‣ affecting relations with the Commonwealth and States;
	‣ affecting enforcement of law and protection of public safety;
	‣ affecting personal privacy;
	‣ subject to legal professional privilege; or
	‣ disclosure of which would be in contempt of the Legislative Assembly or a court.
	Section 28 Declarations provide the means by which records containing sensitive information are protected. The agency may apply to the Director of Territory Records for a Section 28 Declaration, which reinstates the provisions of the Freedom of Information Act 1989 preventing public access to sensitive records.
	When such a declaration applies there is no entitlement to access the record under provisions of the Territory Records Act 2002 however access may be permitted under the Freedom of Information Act 1989.
	Decisions to exempt records from public access can be appealed through provisions in the Freedom of Information Act 1989.
	To assist with the protection of "sensitive information" in care and protection records from inappropriate public access under the Act, in 2011 the Government amended the Act to allow the Director to complete a Section 28 Declaration for a record or class of records.
	 Provision for the regular review of records to which a declaration under Section 28 applies

	Because the sensitivity of information decreases with time, records to which a Section 28 Declaration applies need to be regularly reviewed to ensure that the reasons for seeking the Declaration remain current. Procedures must include provision for such regular review. This can be done by specifying that such reviews will occur as will the nomination of a position responsible for undertaking such reviews and liaising with the Director of Territory Records about them.
	 Access register

	Agencies are required to maintain a register of records to which a Declaration under Section 28 is in force.
	The register must include:
	‣ sufficient detail to identify the records which have been exempted;
	‣ a copy of or reference to the Director of Territory Records’ declaration; and 
	‣ the date of the decision.
	‣ The TRO will maintain an aggregated register all agency Section 28 declarations.  This register will be published on the Internet as a de-identified  list.
	 Access conditions 

	Agencies may give access subject to conditions that ensure the safe custody and proper preservation of the record.
	Such conditions may include requiring researchers to provide proof of identity and a requirement that researchers sign an undertaking to preserve the records and not take any action that will alter, harm, destroy or remove from Territory custody any record or any part of the record.
	Any conditions should be clear, advised to all those who request access and applied uniformly and fairly.
	 Access facilities and services 

	Agencies must be able to provide researchers with a reasonable opportunity to inspect original records, and may therefore need to provide public access facilities.  This is made available to all agencies via the ArchivesACT reading room located at the Woden Public Library. These facilities are secure and researchers are supervised when viewing original records to ensure that there is no possibility of theft or tampering. It is a requirement that these facilities must be accessible for people with disabilities. Where access requires the use of some form of technology, this is to be provided as necessary for use within ArchivesACT.
	Agencies must ensure that records are not removed from custody, altered, marked or amended in any way. To ensure preservation of fragile records users may be asked to wear gloves or take other conservation measures when handling records.
	Agencies must comply with the ACT Public Service Customer Service Standard and Code of Practice when providing access to records. 
	 Copying records for researchers

	The Act requires agencies to provide copies of records where required by the researcher. These may be photocopies of print documents, printouts or disks digital camera use, or networked access to electronic records, audio or videotapes or other suitable copies. The procedures should outline the rules to be applied.
	 Copyright

	The Territory will generally own copyright in records made by agencies. The maker of the item will normally own copyright in records held but not made by agencies (e.g. letters written by members of the public to agencies). 
	The provision of copies of records to researchers does not constitute any copyright permission or signing over of any rights in records. This should be made clear to researchers who are provided with copies. Written permission is required from the copyright holder to publish any information from Territory records or any research arising out of access to agency records. It is the responsibility of the person wishing to publish to find and obtain permission from all copyright holders.
	 Cabinet records

	Some records are already available for public access under other legislative arrangements.  Cabinet records are released for public access after 10 years.
	3.1.5  The Procedures should include other information required by the Act

	This other information has been included in the Model Records Management Program.
	 3.1.5.1  Arrangements for telling the Director of Territory Records about any arrangements entered into with an entity that is not an agency to carry out any aspect of its Records Management

	Procedures must specify that the agency will inform the Director of Territory Records about any arrangements for outsourcing all or any part of its records management. It is appropriate that responsibility for this be given to the agency Records Manager.
	 3.1.5.2  Arrangements under which the Director of Territory Records may examine the operation of the Records Management Program and the agency’s compliance with the Act and the Program

	Procedures must specify how the agency will facilitate the Director of Territory Records’ responsibility under Section 33 of the Act to examine the operation of an agency’s Records Management Program and the agency’s compliance with the Act. 
	While Procedures may specify in detail the methods of such facilitation, compliance with this sub-section of the Act needs only a brief note of the agency’s commitment to assisting examination of the Program and the nomination of a position for liaison with the Director of Territory Records. It is appropriate that responsibility for this be given to the agency Records Manager.
	 3.1.5.3  Arrangements for the resolution of disputes about whether the agency is complying with the Act or the Program

	Procedures must specify how the agency will resolve disputes about whether the agency is complying with the Act or the Program. No specific dispute resolution mechanisms are specified. 
	 3.1.5.4  Arrangements to allow the Director of Territory Records to report on the agency’s compliance with the Act and the Program

	Procedures must specify how the agency will facilitate the Director of Territory Records’ responsibility under Section 33 of the Act to report on the agency’s compliance with the Act and the Program. 
	While the Procedures may specify in detail the process for such facilitation, compliance with this sub-section needs only a brief note of the agency’s commitment to assisting examination of the Program and the nomination of a position for liaison with the Director of Territory Records. It is appropriate that responsibility for this be given to the agency Records Manager.
	3.1.6  The Procedures must include information relating to performance measurement, evaluation and review
	 3.1.6.1  Performance measurement and evaluation


	Agencies must arrange for periodic audits of all aspects of the Procedures to ensure compliance with the rules and practices outlined in them. Monitoring should evaluate the performance of the Records Management Program to determine whether it is meeting corporate objectives and relevant standards. 
	This may best be done by the Procedures charging the agency Records Manager with responsibility of arranging for such examinations.
	All agencies must develop performance measures. Performance measurement could include:
	 regular program-based monitoring and reporting against plans and objectives;
	 formal program evaluations and operational audits;
	 auditing compliance with standards and codes of best practice;
	 auditing compliance with other external requirements affecting recordkeeping; and
	 measuring the satisfaction of customers of records management services.
	 3.1.6.2  Provision for review of Program

	Procedures must provide for the review and replacement or amendment of the Program. This is most effectively done by providing a review date and by nomination of a position responsible for undertaking the review as part of the Program. The whole of the Records Management Program must be reviewed not less than every 5 years, although agencies may need to update the Program due to administrative changes prior to the 5 years.
	3.2  Inclusion of Records Management Procedures in a Records Management Program 

	The Records Management Procedures that have been identified in Section 3.1 above apply to all records so as to ensure the evidential value of all records. To satisfy legal scrutiny of any record. 
	It is recognised that this requires that an extensive range of Records Management Procedures and documentation be maintained by each agency. This will ensure that community expectations and legal requirements are met.
	A Records Management Program seeks to provide assurance of fair and appropriately transparent treatment of members of the community by providing all Records Management policies and a high level overview of procedures. The Program must also point to the existence of detailed recordkeeping instructions, so that, when required for evidential purposes, the validity of the Records Management Program can be established. Aspects requiring validation range from Government policy, through the agency’s response to that policy, to the agency’s underpinnings of actions, to details of action taken, and to documenting the action taken. 
	In summary, an agency’s Records Management Procedures must apply to all records at all times.  However, only higher level Records Management Procedures need to be included in the agency Records Management Program.  Manuals, that contain operational recordkeeping instructions that are approved by the Senior Manager having responsibility for records, need not be included. 
	A Model Records Management Program is appended to this Guideline and forms part of this Guideline. The Model Program may provide further assistance about what the Records Management Program should contain.
	4.0  RECORDS MANAGEMENT PROGRAM: BUSINESS SYSTEMS
	Business systems are utilised in many agencies to store and control ACT Government records.  As a result, a Records Management Program must incorporate reference to all business systems used and managed by the agency.  This includes business systems that are currently in use and those systems that are now considered to be legacy systems (e.g. PERSPECT) that need to be maintained, particularly if the system still holds records that have not been migrated into any current systems.  
	Any business systems, including recordkeeping systems, that have been migrated will require mapping between the old and new system or structure (e.g. migration to TRIM or Objective from previous Records Management systems).  This mapping forms an important history of what is considered to be a control record in its own right.
	The level of recordkeeping functionality of business systems vary but most will generally contain at least some recognised recordkeeping criteria.  As part of the measurement of the recordkeeping functionality for each system, a risk management approach should be applied.  Some business systems will be considered vital records while other systems will be deemed of lesser importance.
	To aid in the assessing of business systems, details can be described against the descriptive elements provided in Territory Records Standard – Number 3: Description and Control.
	APPENDIX A: DEFINITIONS
	The following definitions are utilised in this Guideline.
	Further definitions are provided in AS ISO 15489 the Australian Standard for Records Management.
	Finding or retrieving information relevant to an inquiry made for a specific purpose and making that information available for examination.
	Special paper and cardboard in which the acid has been removed or buffered. Archival products made from acid-free paper and board include file folders and storage containers. See also Archival quality paper.
	An individual officer/area/section in an organisation responsible for the decision making or carriage of action on a particular subject matter of correspondence, file, form etc that has been referred to them. 
	For paper-based records: Information, on the file cover, used to facilitate direction of movement and future action in regard to a particular document or complete file.
	For electronic records: Information regarding past and possibly future file movements.
	Files in frequent use, regardless of their date of creation, required for current business relating to the administration or function of the agency.
	A second level descriptor in the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms.  It is the name given to any approved term that is used after a function.
	The Executive, an ACT Court, the Legislative Assembly Secretariat, an administrative unit, a Board of Inquiry, a Judicial or Royal Commission, any other prescribed authority including Directorates, or an entity declared under the regulations of the Territory Records Act 2002 to be an agency.
	The process of evaluating business activities to determine which records need to be captured and how long the records need to be kept to meet business needs, accountability requirements and community expectations.
	Paper with a level of chemical stability and physical strength such that it will survive for long periods and cope with a high level of handling. Available from specialty suppliers. See also Acid free paper.
	Records that are appraised as having continuing value which are kept and preserved for evidential, historical, research and/or intrinsic value. 
	A business classification scheme is a hierarchical model showing the relationship between the Directorate’s functions, activities and transactions.  
	The process of devising, and then applying hierarchal indexing terms that enable records to be categorised and grouped in a uniform and consistent way to provide for systematic capture, retrieval, maintenance and disposal. For example, a keyword classification is one method of enabling file-naming conventions. Other examples of classifications are according to type of record, user permissions and security restrictions on sets of records.  See also Controlled Vocabulary and Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms.  See also Controlled Vocabulary and Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms.
	Information which is designated as being subject to restricted access.
	A file to which no further documents are to be added.
	Any restorative action provided to treat damaged records and/or records at risk.  See also Preservation.
	The information necessary to provide the meaning or evidential value of a record.  Describes the who, what, when, where and why of records management and creation.  See also Provenance.
	The terms in the Whole of Government Thesaurus of Terms are controlled to ensure consistency in classifying and titling regardless of who is titling and where a title may be. This means the meanings and the way in which they should be used together (their relationships) are prescribed. Controlled vocabulary includes function, activities, subject descriptors, related terms and non-preferred terms. The alternative to controlled vocabulary is free text.
	A record that has been changed from one format to another. See Territory Records Standard No.9 – Records Digitisation and Conversion.
	The body of records comprising all the records of the ACT Public Service.
	A record which is essential for the ACT Public Service to deliver services, satisfy its obligations or provide a corporate record which is a true and comprehensive reflection of the affairs of the ACT Government and the Service. 
	The means of drawing a searcher’s attention to related information by making a reference to that information.
	The physical destroying of the records by approved methods.  See also Disposal and Normal Administrative Practice (NAP).
	The process of converting records from an analogue format to digital format.  See Territory Records Standard No.9 – Records Digitisation and Conversion.
	A written procedure setting out the measures to be taken to minimise the risks and effects of disasters, and to save and secure vital records should a disaster occur.  See also Vital Records.
	A range of processes associated with implementing appraisal decisions.  These include the retention, deletion or destruction of records in or from recordkeeping systems.  They may also include the migration or transmission of records between recordkeeping systems and the transfer of custody of ownership into other jurisdictions of records.
	Use Records Disposal Schedule.
	Structured units of recorded information, published or unpublished, in hard copy or electronic form, managed as discrete units in information systems.
	Records held in electronic form.  Most commonly, it refers to recorded information that is held on, or produced by a digital computer system.  The record itself can be output as any media, text, images, sound or combination thereof.  Analogue audio or video tape recordings are other examples of electronic records.
	Records generally created to be useful for a short period of time (e.g. pamphlets, notifications, tickets etc) and are determined to be of no continuing business value; only need be kept for a short time, usually hours or days. See also Normal Administrative Practice (NAP).  May contain other record values such as historical.  See also Archival Records.
	A group/collection of documents fastened together in some way (physically in the case of paper records or electronically in the case of digital records) presenting the history of one particular aspect of a function under one cover, label or classification.  The file is constructed in a manner that facilitates current administrative reference, later archival reference and preserves the documents from loss or damage.
	A system that provides a means of recording the location of files throughout the agency. This includes files currently in action and those in storage.
	A registered number given to a file to identify that file from all others.  The file number also forms the address of the file in the repository.
	A description of the information contained within the file.  The file title is created using the Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms for the classification i.e. allocating a function, activity, transaction and free text for the specific file title.  See also Classification.
	A document, generally one of a number, kept together as a file.
	A consecutive number given to each complete document within a file to assist reference and identification.
	Natural language that is used in a file title and is not controlled. Free text is used after a subject descriptor if further specification is needed or in place of a subject descriptor. It can take the form of any related terms, numbers, names and dates.
	The highest unit of business activity.  The business outcome of why the agency does what it does.  The agency’s business classification scheme, for example has identified key business functions.
	Records relating to transactions that have been completed or containing information that is referred to infrequently, that must be retained for a further period of time according to approved functions of the Whole of Government Records Disposal Schedules.
	The process of establishing access points to facilitate retrieval of records and/or information.
	Structured descriptive data that must be captured in a recordkeeping system to enable a record to be understood, verified, managed and used. It is data describing context, content and structure of records and their management over time.
	The act of moving records from one system or format to another, while maintaining the records’ authenticity, integrity, reliability and useability.
	Information contained in the file action record and the file movement record detailing the action area to which the file has been referred and the date which it was referred.
	The process of destroying unwanted ephemeral, duplicate or transitory material such as rough notes, unannotated photocopies, telephone messages, desk calendars, etc without reference or notification to the ACT Territory Records Office.  See also Archival Records, Disposal and Ephemera.
	A contractual arrangement whereby services to or on behalf of an agency, which would otherwise be carried out internally, are provided by an external organisation.
	Use Retain as Territory Archives.
	The processes and operations involved in ensuring the technical and intellectual survival of authentic records through time. Involves controlling the conditions of use, environmental conditions of storage and all conservation treatments given to records.  See also Conservation.
	The head of an administrative unit, or its equivalent in other types of agencies.
	A procedure describes major processes of the agency’s Records Management Program. It supports the policy framework in terms of the business rules. 
	The information regarding the relationships and origins between records and record creators, accumulators and managers i.e. agencies.  See also Context.
	The act of placing a paper-based file in a repository or storage area (e.g. Records Services) or ‘home’ locations within business units.
	The activity of making, capturing and maintaining complete, accurate and reliable evidence of business transactions in the form of recorded information.
	In this Records Management Program, a recordkeeping instruction contains a lower level procedure that is referred to in a Records Management Procedure that has been approved by the Principal Officer as part of the Records Management Program. See also Records Management Procedures.
	Information systems that capture, maintain and provide access to records over time. While the term is often associated with computer software, recordkeeping systems also encompass policies, procedures, practices and resources that are applied within an agency to ensure that full and accurate records of business activity are made and kept.
	Information made, received, and maintained as evidence and information by an agency or person, in pursuance of legal obligations or in the transaction of business. This recorded information must be maintained or managed by the agency to provide evidence of their business activities. Records can be written, electronic or any other form.
	Records, in written, or any other form, under the control of an agency or to which it is entitled to control, kept as a record of its activities, whether it was made or received by the agency.
	An instrument, issued by the Director of Territory Records after consultation with the Territory Records Advisory Council, which prescribes the disposal treatment to be accorded ACT Government records. It is a systematic listing of records or record types, which plans the life of these records from the time of their creation to their disposal.  The schedule is a continuing authority for implementing decisions on the value of the records specified in the schedule.  It directs the consequent actions that are authorised for the disposal (or dispersal) of the types of records which the schedule describes.  All functions together form the Whole of Government Records Disposal Schedules.  Used for Disposal Schedule.
	The managing of the records of an agency to meet its operational needs and, if appropriate, to allow public access to the records consistent with the Freedom of Information Act 1989 and for the benefit of future generations. Records management covers but is not limited to the creation, keeping, protection, preservation, storage and disposal of, and access to records of the agency.
	A agency procedure that is approved by the Principal Officer who has responsibility for records management in the agency and is included in full in the agency’s Records Management Program.
	A document that complies with section 16 of the Territory Records Act 2002 and Territory Records Standard No.1 – Records Management Programs by setting out the means by which an agency will manage its records, and is approved by the agency’s Principal Officer.
	The act of giving a record a unique identifier on its entry into a recordkeeping system.
	An area organised for the storage of the agency’s records.
	On a disposal schedule, a term denoting records which are never to be destroyed.  Such records will be kept forever by the agency or outsourced to an approved storage provider.  Used for Permanent Retention.
	Relates to the period specified in a disposal schedule that a record is to be retained. 
	The process of applying appraisal decisions to individual records by determining the part of a Records Disposal Schedule that applies to the record and assigning a retention period consistent with that part.
	Lowest level of descriptor used in the functional thesaurus to title a file. Subject descriptors further define the subject content of the activities represented by the activities.
	Records preserved for the benefit of present and future generations.
	See Whole of Government Recordkeeping Thesaurus: A Thesaurus of Classification Terms.
	The assignment of a unique title to a record reflecting the function and activities it documents. The record title distinguishes the record from all the others in a Recordkeeping system. The process of assigning the title is called classification.
	Creating, capturing and maintaining information about the movement and use of records.
	Change of custody, ownership and/or responsibility for records.
	The smallest unit of business activity. Uses of transactional records are themselves transactions. 
	Those records essential to the agency: 
	 in its operations;
	 in an emergency;
	 to re-establish agency functions after an emergency or disaster;
	 those required to establish the rights and interests of the agency and its customers; and
	 policies and procedures to preserve the records required above.
	See Territory Records Standard and Guideline No. 8 Business Continuity and Records Management.
	A uniform and standardised classification of terms based on the business functions and activities of an agency that provides controlled vocabulary and consistency for classifying, titling and indexing. A hard copy thesaurus is presented as an alphabetical list of allowed and non-allowed terms.  A thesaurus in an electronic records management system provides system prompts that assist with classifying, titling and indexing files.
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	APPENDIX C: CHECKLIST FOR A RECORDS MANAGEMENT PROGRAM
	Referenced from Guideline item 1.10
	Records Management Policy

	YES
	NO
	Is there a clear and identifiable records management policy statement approved by the Principal Officer?
	(
	(
	Has this policy been promulgated to all staff?
	(
	(
	Is adherence to it obligatory for all staff?
	(
	(
	Has a senior manager been given responsibility for agency recordkeeping matters?
	(
	(
	Are the authorities, responsibilities and roles of all personnel who manage or perform recordkeeping processes defined?
	(
	(
	Does the policy include a requirement for all staff to make and keep full records
	(
	(
	Does the policy include a statement on the ownership of records
	(
	(
	Does the policy identify the legislation, standards and codes of best practice to which the agency adheres?
	(
	(
	Are relationships with other information management plans and programs in the agency defined? 
	(
	(
	Is the policy consistent with the agency Code of Conduct and the ACT Government Code of Ethics?
	(
	(
	Is the policy dated and does it include a date for review?
	(
	(
	Records Management Procedures

	YES
	NO
	Have records management procedures been developed?
	(
	(
	Are the Records Management Procedures authorised at an appropriate level?
	(
	(
	Are they dated and promulgated throughout the agency?
	(
	(
	Is adherence to them obligatory for all staff?
	(
	(
	Do they include dates or triggers for review?
	(
	(
	Do they cover all records, in all formats and in all recordkeeping systems?
	(
	(
	Do the procedures include arrangements for allocating resources for the Program?
	(
	(
	Do they specify relevant position profiles and duty statements and reflect the records management skills required by the agency?
	(
	(
	Do the Procedures specify how the agency will describe its functions and activities and, in the light of both regulatory and business operational needs, the records produced by them?
	(
	(
	Are details on how records will be captured and controlled included?
	(
	(
	Are appropriate mechanisms for controlling the language or terminology used to identify and name an agency’s records in place?
	(
	(
	Do the procedures outline how the reliability of records is to be guaranteed?
	(
	(
	Do the procedures specify the requirements for storage and the level of security and protection to be given to the records?
	(
	(
	Is there approved records disposal coverage to cover all of the agency’s records?
	(
	(
	Do the procedures specify how access to the records over time, including public access, will be managed?
	(
	(
	Do the procedures state the indicators against which the agency’s recordkeeping activities will be measured? 
	(
	(
	Are the records management performance indicators incorporated into other areas of the agency’s business reporting framework?
	(
	(
	Do the Procedures include arrangements for telling the Director of Territory Records about any outsourcing arrangements?
	(
	(
	Do the Procedures include arrangements under which the Director of Territory Records may examine the operation of the Records Management Program and the agency’s compliance with the Act and the Program?
	(
	(
	Do the Procedures include arrangements for the resolution of disputes about whether the agency is complying with the Act or the Program?
	(
	(
	Do the Procedures include arrangements to allow the Director of Territory Records to report on the agency’s compliance with the Act and the Program?
	(
	(
	Do the Procedures include arrangements for preserving records containing information that may allow people to establish links with their Aboriginal or Torres Strait Islander heritage?
	(
	(
	Do the Procedures provide for the regular review of records to which a declaration under section 28 (Declarations applying provisions of FOI Act) applies?
	(
	(
	If the agency owns, manages or uses any sensitive records, do the Procedures provide for the appropriate handling of sensitive records? (  Not Applicable
	(
	(
	Do the Procedures make provision to allow the Director of Territory Records, if asked by the agency, to provide assistance, advice and training to the agency in records management?
	(
	(
	Do the Procedures include arrangements for the review and replacement or amendment of the Program?
	(
	(
	Is training in recordkeeping skills available for records management and general staff?
	(
	(
	APPENDIX: MODEL RECORDS MANAGEMENT PROGRAM
	The Appendix to Territory Records Guideline - Number 1 : Records Management Programs forms a part of Territory Records Guideline - Number 1 : Records Management Programs.
	[Model Records Management Program is presented as a separate document for ease of use. It forms a part of this Guideline.]
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