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INTRODUCTION 

Section 16 of the Territory Records Act 2002 requires agencies to produce Records 
Disposal Schedules as part of their Records Management Program. While Principal 
Officers must approve their own agency’s Records Management Program, they cannot do 
this until the Director of Territory Records has approved the agency’s Records Disposal 
Schedules. 

The aim of this Guideline is to provide Territory agencies with guidance on how to 
produce Records Disposal Schedules. The Director of Territory Records has approved 
Territory Records Office Standard for Records Management No.2 - Appraisal for use in 
the Territory, this Standard sets out the minimum standards for appraisal of Territory 
records. This Guideline supplements the Territory Records Office Standard for Records 
Management No.2 - Appraisal by giving agencies practical advice on how they can 
appraise their functions and records in a way that complies with the Standard and thus 
produce acceptable Records Disposal Schedules. 

PURPOSE 

This Guideline is provided to assist all Territory agencies in appraising their records. 

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. 

WHAT IS APPRAISAL? 

Appraisal 

Appraisal is the process of evaluating business activities to determine which records need 
to be captured and how long those records need to be kept in order to meet business 
needs, the requirements of agency accountability and community expectations. Appraisal 
of agency functions and the records that arise from them result in decisions about what 
records should be made or captured and how long they should be retained. These 
decisions enable Territory agencies to produce Records Disposal Schedules.  

The Appraisal process identifies the need for records. The outcomes of appraisal are 
decisions and plans that set out the actions to be taken for the creation, capture, 
maintenance and disposal of records. The criteria used to undertake the appraisal process 
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need to take into account both the administrative context of the creating agency and all 
stakeholder requirements, including community stakeholders.  

Early appraisal is required by agencies in order to avoid the risk of records becoming 
incomplete or unreliable, or changes in information technology systems causing loss or 
degradation of records which have not been migrated to a new system with sufficient 
forethought.  

In this context, appraisal should be done at the most within five years of creation of the 
earliest records within a system; and ideally, an initial appraisal of the records likely to be 
created within a new system can be conducted at the time of system design and 
installation. 

Early appraisal, while ensuring that records of longer term value are safeguarded by 
migration into replacement system, will also enable the identification of records with only 
short-term value. Once beyond their useful life, it will be possible to avoid migrating the 
latter to a new system unnecessarily, offering cost saving as a return on the earlier 
appraisal work. In cases where a substantial number of electronic records already exist, 
and where no systematic appraisal decisions have been made, care should be taken to deal 
with these in a manner which is consistent with a long-term strategy of early appraisal. 

An appraisal strategy for electronic and paper based records should aim to: 

 identify which records should be appraised, and why; and 
 develop a strategic plan for appraisal. 

Why Appraise? 

The appraisal of Territory records serves two purposes. The first is to ensure that agencies 
have accountable systems for making, managing and disposing of the records of their 
business activity. The second is to identify those records of the Territory that have 
ongoing value to the community as archival records.  

Identification of recordkeeping requirements 

Appraisal helps agencies to understand what records they should make in order to satisfy 
their accountability and business requirements, and determines how long those records 
need to be maintained before their value to the agency and the community expires. The 
appraisal process allows agencies to produce Records Disposal Schedules, which is a 
mandatory element of the Records Management Program that each agency is required to 
produce under the Territory Records Act 2002. 

Identification of Territory Archives 

Through the appraisal process the Territory also seeks to identify records which 
document: 

 the significant policies and actions of the Territory; 
 the interaction 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.  
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The Director of Territory Records has identified five criteria for selecting records that 
meet this objective. They are:  

 records that provide concise evidence of the deliberations, decisions and actions of the 
Territory and its institutions, relating to key functions and programs and significant 
issues faced in governing the ACT; 

 records that contain information that is considered essential for the protection and 
future well-being of Australians and their environment, including the protection of 
their significant rights and entitlements; 

 records that have a special capacity to illustrate the impact of Territory government 
activities on individuals, groups and the environment, the interaction of people with 
the government and especially the influence of the Territory community on 
government decision-making; 

 records that have substantial capacity to enhance knowledge and understanding of 
aspects of the Territory’s history, society, economy, culture and people, especially as 
these are influenced by government activity; and 

 records that provide evidence of the source of authority, foundation and machinery of 
the Territory and its institutions sufficient to document the administrative and legal 
context of other Territory Archives. 

The appraisal process includes the assessment of agency records against these criteria to 
determine which records should be retained indefinitely because they have continuing 
value to the community as Territory Archives. The order of these criteria is not significant 
and does not reflect collecting priorities or quantities of records to be retained. All criteria 
are equally significant to the archival heritage of the Territory.  

Principles for Appraisal 

Appraisal in the Territory must conform to a number of broad principles. The decision to 
make, or conversely, not to make a record of Territory business has serious accountability 
implications. Decisions about the making, non- making or destruction of records also 
impacts on the surviving archival heritage of the Territory. Because of the serious 
consequences of appraisal, it is important that the process is carried out according to 
principles of consistency, objectivity and accountability. 

Full and accurate records 

Territory records are an important, unique source of evidence and information about the 
nature of agencies and their activities. 

The creation, maintenance, preservation and accessibility of agency records are not only 
essential for the conduct of business administration but also: 

 assist the agency and the public to scrutinise the decisions and activities of agencies; 
and 

 allow the ACT community to retain and transfer knowledge, learn from past 
experience and protect the interests of Territorians collectively and individually. 

Section 14 of the Territory Records Act 2002 requires agencies to “make and keep full 
and accurate records” of their activities. The Director of Territory Records endorses the 
Council of Australian Archives and Records authorities (CAARA) Principles on Full and 
Accurate Records. The Australian Standard on Records Management, AS ISO 15489 has 
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been adopted as the model for best practice recordkeeping. AS ISO 15489 has several key 
elements which are added to the TRO’s appraisal regime including: 

 a top down approach to appraisal , starting with an analysis of the functions and 
activities of agencies, as opposed to commencing appraisal with accumulations of 
records; 

 assessment of the need for, and uses of, records before or from the point of their 
creation; 

 consideration of the range of stakeholder interests in, and uses of, records; 
 the use of risk management techniques in deciding which records to keep; and  
 functions based classification as a means of control over records creation, 

management and disposal, reducing the risk associated with sentencing by third 
parties at a later stage. 

The Australian Standard and the CAARA Principles require that: 

 recordkeeping should comply with legal and administrative requirements; 
 records should be made to document and facilitate the transaction of business and 

captured into recordkeeping systems; 
 records should be retained for as long as they are needed; and 
 records should be comprehensive and document the whole of the business of the 

agency. 

Appraisal analyses an agency’s legal and administrative requirements to ensure that 
comprehensive records of its activities are made, captured into recordkeeping systems and 
retained for as long as they are needed. 

Retention of records for the appropriate time 

Records are an important source of information and evidence about the jurisdiction to 
which they relate. The Territory seeks to preserve, for the benefit of all citizens, records 
that meet the criteria set out in the Territory Records Office Standard for Records 
Management No.2 - Appraisal. 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 be responsibly destroyed.  

The value of some records to the government and the community at large never expires. 
Appraisal identifies these records so that they can be retained as Territory Archives and be 
preserved for current and future generations. 

Consistency 

Good appraisal results in coherent records retention and disposal decisions across the 
Territory so that each sphere of government activity is appropriately represented in the 
archives of the Territory and that similar accountability requirements are met in like ways. 
This is achieved, in part, through means such as this Guideline and the Territory Records 
Office Standard for Records Management No.2 – Appraisal that set down uniform criteria 
and processes against which records of all Territory functions should be assessed. 

The Director of Territory Records has provided the Territory Version of Keyword AAA as 
a thesaurus of terms relating to the administrative functions common to agencies.  The use 
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of this thesaurus will ensure a consistent approach to the titling of records of common 
administrative functions across the Territory. The Territory Version of Keyword AAA is 
mandated for use by agencies for the titling of records of common administrative 
functions. The Territory Version of Keyword AAA terminology is linked directly to the 
Territory Administrative Records Disposal Schedule (TARDiS) to ensure a consistent 
approach to the disposal of Territory records. 

Consistency is also achieved through having adequately qualified or experienced people 
carry out appraisal, and by ensuring that stakeholder and community consultation is a 
feature of all appraisal processes. 

Objectivity 

Good appraisal is carried out as objectively as possible. True objectivity in appraisal is not 
possible – ascribing value to the records and activities of government is an inherently 
subjective task. The Territory Records Office Standard for Records Management No.2 - 
Appraisal and this Guideline, however, assist in reducing the subjectivity of appraisal 
decisions by setting out clear parameters for decision-making. 

Objectivity is also enhanced by ensuring that the views of many groups, including agency 
staff, stakeholders and community interests are heard, and that personal or institutional 
biases do not privilege one view over others. 

Deciding which agency records continue to be required and which do not, raises a number 
of complex issues of theory and practice as such as: 

 whose interests to take into account; 
 whose interests should prevail; 
 when to make decisions; and 
 how to apply criteria and requirements, in practice, to existing and future records. 

Accountability 

Good appraisal is carried out in an accountable manner. Appraisal in the Territory context 
involves deciding on behalf of the community what should be remembered and what can 
be forgotten and when. This is a significant responsibility.  

Appraisal needs to follow specified rules, such as those in this Guideline, which have 
been the subject of community consultation. Agencies must account to the community for 
their decisions to make and keep (and conversely not to make or keep) records through 
their Records Management Programs and their Records Disposal Schedules. 
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WHAT ARE RECORDS DISPOSAL SCHEDULES? 

Records Disposal Schedules 

Records Disposal Schedules set out: 

 the types of records an agency must make in relation to its business activities; 
 how long those records must be kept to meet business and accountability 

requirements; and 
 which of those records have ongoing value to the community as Territory Archives 

and must be preserved indefinitely for the benefit of present and future generations. 

Records Disposal Schedules for Common Administrative Functions  

Agencies are not required to produce Records Disposal Schedules for common 
administrative functions such as Personnel, Finance, Equipment or Stores. The Director of 
Territory Records has approved the Territory Administrative Records Disposal Schedule 
(TARDiS) as a Records Disposal Schedule for records relating to administrative functions 
common to agencies. The use of this Records Disposal Schedule will ensure a consistent 
approach to the disposal of these records across the Territory. The TARDiS links directly 
to the terminology used in the Territory Version of Keyword AAA, a thesaurus of common 
administrative terms. This is based on Keyword AAA: A Thesaurus of General Terms, 
produced in 1998 by the State Records Authority of NSW. The Territory Records Office 
holds the whole-of-government license to use Keyword AAA, which has been adapted for 
Territory use, and Territory agencies are required to use this thesaurus for titling their 
administrative records. Familiarity with the Territory Version of Keyword AAA will also 
help in constructing agencies Records Disposal Schedules. 

The Territory Records Office also holds the whole-of-government licence to Keyword for 
Councils, a thesaurus of local government functional terms. This thesaurus will not be 
mandated for use but may be used by agencies as an aid when creating their agency-
specific thesauri and consequentially their agency-specific Records Disposal Schedules. 
Many organisations in other jurisdictions have also created functional thesauri and 
Records Disposal Schedules for functions similar to those that are carried out in the ACT. 
Agencies may wish to consider contacting interstate colleagues to discuss access to this 
material. 

Some agencies, however, have special responsibilities for common functions. For 
example the Public Service Commissioner is responsible for developing whole-of-
government Personnel policy. Where a function that is administrative in nature for most 
government departments is core business for an agency, that agency will need to appraise 
its functions and records rather than use the common Records Disposal Schedule.  

Normal Administrative Practice (NAP) 

Normal Administrative Practice 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 Records Disposal 
Schedule coverage in order to improve business efficiency without risk to accountability. 
NAP is not intended to replace the use of approved Records Disposal Schedules, which 
are the authority for destruction of agency records. 
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Material that can normally be destroyed using NAP includes: 

 working papers consisting of rough notes, calculations, diagrams, etc, used for the 
preparation of other 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 that is not essential to the agency’s functions; 
and 

 personal paraphernalia such as invitations, tickets, brochures etc. 

The appraisal process can be used to define an agency’s ‘normal administrative practices’. 
Section 24 of the Territory Records Act 2002 states: 

Something is taken to have been done in accordance with an agency’s normal 
administrative practice if—  

(a) it is done in accordance with the normal practices and procedures for the 
exercise of functions in the agency; and  

(b) the practices and procedures are consistent with the agency’s approved records 
management program. 

In addition, section 16 of the Territory Records Act 2002 allows agencies to define their 
normal administrative practices as part of their Records Management Programs. The 
agency’s Records Disposal Schedules are the best and most complete way of defining the 
agency’s normal administrative practices for disposal, as it: 

 is based on a sound analysis of the agency’s needs; 
 takes account of the records of all of the agency’s business processes; 
 is accountable; and 
 gives agency staff certainty in which records they can and can’t destroy. 

The Director of Territory Records can provide further advice on other disposal practices 
that can be termed as a normal administrative practice. There are also practices that are 
disallowed as normal administrative practices. 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. 
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HOW TO APPRAISE RECORDS 

Introduction 

The Technical Report issued by Standards Australia in support of AS ISO 15489 
describes a series of steps for designing and implementing a recordkeeping system. These 
steps have been known in Australia for some time as the DIRKS (Designing and 
Implementing Recordkeeping Systems) methodology. The Director of Territory Records 
has adapted the DIRKS methodology and requires Territory agencies to complete the five 
steps detailed below before Records Disposal Schedules can be approved and 
implemented. Records Disposal Schedules must also be reviewed regularly. 

Implementation Options 

The CAARA Principles on Full and Accurate Recordkeeping state that records should be 
comprehensive and document the whole of the business of the agency. This means that 
agencies must appraise all of their functions in order to determine the records that should 
be made for the whole of their business activity and how long those records must be kept. 
Agencies may prefer, however, to conduct the appraisal on an incremental or function-by-
function basis.  

A function-by-function approach would still require an agency to complete all of Step 1, 
the Preliminary Investigation, for the whole of the agency’s business environment. It may 
also be necessary for agencies to complete portions of Step 2, the Analysis of Business 
Activity, with a whole-of-agency focus. Step 2 is the point at which the functions and 
activities of the agency are clearly defined and mapped. It will generally not be possible 
for an agency to proceed to Step 3, the Identification of Recordkeeping Requirements, for 
a single function until it has clearly defined its various functions and the activities within 
them. However, once the agency is confident that it has adequately defined a function 
during Step 2 it will be possible to move on to Step 3 for that function and produce 
Records Disposal Schedules without having completed a detailed analysis of the agency’s 
other functions. 

Agencies should remember that they cannot destroy any record other than in accordance 
with an approved Records Disposal Schedule. If an agency chooses to take a function-by-
function approach to appraisal, then it will only be able to dispose of records relating to 
the functions that have been appraised. An agency must retain its records of all other 
functions until relevant Records Disposal Schedules have been approved by the Director 
of Territory Records. 

Principal Officers need to be aware of the extent of their agency obligation as defined by 
the Territory Records Act 2002, and ensure that all functions are considered in the 
appraisal process. Some elements of an agency may operate as independent entities, and it 
may be appropriate for these entities to produce their own Records Disposal Schedules. 
Each Records Disposal Schedule, however, must be part of an agency’s Records 
Management Program, which needs to be approved by the Principal Officer, as defined by 
the Territory Records Act 2002.  

Skills and resources required 

Appraisal is a demanding and resource-intensive task. It requires a broad range of skills, 
and many agencies choose to appoint a project team rather than one person to manage the 
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task. Ideally, the project manager or project team will have access to personnel with 
analytical skills, oral and written communication skills, an understanding of legal, audit 
and quality assurance matters, and a broad knowledge of the agency. Database 
management experience can also be helpful in managing the documentation required by 
the project. Clearly there are very few people who possess all of these skills. Instead, 
agencies should ensure that whoever is carrying out the project has access to people who 
can assist in these areas. Many agencies choose to hire consultants to assist with the 
appraisal process. 

Appraisal should also be a recurring process. Records Disposal Schedules are a required 
element of an agency’s Records Management Program. The Director of Territory Records 
requires that agencies review all elements of their Records Management Programs within 
a five-year cycle. As a result, Records Disposal Schedules will also be reviewed within a 
five-year period.  

Records Disposal Schedules should also be reviewed when there are major changes in the 
agency’s business practices or environment. Such changes would include the introduction 
or amendment of key legislation relating to the agency or changes in government 
priorities that place a new emphasis on the functions of the agency. 

Step 1: Preliminary Investigation 

Purpose and preparation 

• Aim 

The aim of the Preliminary Investigation is to: 

 document the role of the agency; 
 build a picture of the regulatory, business and social environment in which the agency 

operates; and 
 if required, assemble the information required to build a business case for the rest of 

the project. 

By the end of the Preliminary Investigation agencies will have documented their broad 
structure, and its legal, political and social context. Agencies may also have identified 
other government organisations that have a complementary role in the function the agency 
administers.  

• Products 

The products of the Preliminary Investigation are: 

 a list of sources which describe the agency’s business and environment; and 
 notes about these sources which explain the specific parts that are relevant to the  

Preliminary Investigation and what they say about the  agency’s structure, 
environment and business. 

Agencies will need to add to these notes as they progress through Steps 2 and 3 of the 
appraisal process and the final version must be approved by the agency’s Principal Officer 
and submitted to the Director of Territory Records in support of the agency’s Records 
Disposal Schedules. 
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There are other products which agencies may find useful to produce as part of the process. 
These are:  

 a checklist or other document that sets out briefly the context of the agency and 
demonstrates that agencies have considered all areas of their  environment. The State 
Records Authority of New South Wales calls this document a Preliminary 
Investigation Checklist. The National Archives of Australia, as well as State Records, 
uses an Organisation Context Document to present this information. 

 a report for the agency’s senior management that presents the findings and 
conclusions drawn from the Preliminary Investigation. This report should address 
issues of the scope of the functions intended to be investigated further and outline the 
next steps in the process. 

 a project plan for the remainder of the project that outlines resources required and the 
time needed to complete the project. 

These last three products are optional under these Guidelines, but the Director of Territory 
Records strongly recommends that they be produced as part of the appraisal project. They 
will be particularly important if agencies plan to move through other steps in the DIRKS 
methodology in the future to analyse current records management practices or design a 
new recordkeeping system. 

• Before Starting 

The appraisal process is complex and resource-intensive. Before beginning detailed 
investigations agencies need to be aware of the scope of the project.  

When using the DIRKS methodology to design and implement a new recordkeeping 
system or to audit existing systems, agencies will also need to use the Preliminary 
Investigation to develop an understanding of the agency’s recordkeeping culture. More 
can be read about using the rest of the DIRKS methodology in the chapter on Advanced 
Options later in this Guideline.  

• Sources 

Access to a wide variety of written sources is needed in order to complete the Preliminary 
Investigation. Sources that will be applicable to almost all agencies include: 

 legislation administered by the agency; 
 annual reports; 
 Administrative Arrangements Orders; 
 organisation charts; 
 Ministerial statements and media releases regarding the establishment of the agency; 
 policy statements and procedure manuals; 
 strategic planning documents such as Corporate and Business plans;  
 Freedom of Information statements; 
 Privacy statements; 
 existing agency records and recordkeeping systems; and  
 agency publications targeting specific stakeholder groups. 

In addition, there may be some other types of sources that agencies will need to look at 
depending on the type of functions the agency is responsible for. There may be Australian 
or International Standards that govern the work the agency does, or agency staff may be 
bound by particular professional codes of ethics or practice. Reports on the agency’s 
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operations by investigatory bodies such as the Auditor-General or Ombudsman are 
particularly important sources. Agencies should look for sources such as these that are 
particular to the agency and make sure they are included in the investigation.  
Some types of sources apply to all agencies. Some whole-of-government legislation, such 
as the Public Sector Management Act 1994 or the ACT Civil and Administrative Tribunal 
Act 2008 will influence the way the agency carries out its business. Government circulars 
on issues common to a number of agencies, particularly from the Chief Minister’s 
Department, Treasury or the Attorney-General may also be useful sources. 

All of the sources discussed above are documentary or written sources. Agencies will also 
need to identify and consult people within the agency who can help to explain how the 
agency conducts its business. By interviewing people within the agency it will be possible 
to confirm or expand on what has been learned from the documentary sources, and also 
identify information about agency activities that doesn’t appear in written sources.  

In the Preliminary Investigation agencies are looking for a broad overview of the business 
activity of the agency. For this reason, the best people to include in the Preliminary 
Investigation interviews will usually be senior managers who are responsible for core 
functions. The agency’s Records Manager will also have an overview of the agency’s 
operations.  

How to Do the Preliminary Investigation 

The Preliminary Investigation is a process of: 

 posing a number of questions about the agency; 
 identifying relevant sources that will help to answer those questions; 
 analysing those sources to determine their influence on the agency’s activities; and 
 documenting the analysis. 

• Determine What is Being Looked For 

Before determining if a source is relevant to the investigation or not, agencies need to 
understand what sort of information they are hoping to find in the sources.  

By carrying out a Preliminary Investigation agencies are seeking to identify:  

 the legal framework that determines how the agency operates;  
 any places where the work of the agency may overlap with the functions of another 

agency; 
 the internal and external stakeholders whose interests the agency must take into 

account;  
 the business, social and ethical standards the community expects the agency to meet;  
 the agency's unique functions and the ways in which it carries them out;  
 the agency's corporate culture; and  
 factors affecting the agency's recordkeeping practices. 

To determine these things, it may be helpful for agencies to ask the following questions, 
and then look for answers in a variety of sources: 

 Why was the agency established? What is its overall purpose or the outcome it seeks 
to achieve? 
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 What is its official basis? Was it set up by legislation, ministerial decision, or some 
other means? 

 What does the agency do? What are its functions? 
 How does the agency operate? What processes does it follow to carry out its 

functions? 
 Who is responsible for particular functions and activities in the agency? What is its 

structure? 
 Are there any other Territory agencies that also carry out part of these functions? Is 

there another agency which refers work to the agency or to which the agency passes 
work as part of an ongoing process? 

 What broader factors affect the way the agency operates? Are there any whole-of-
government policies that influence what the agency does or how it does it? and 

 How do the agency’s purpose, functions, activities and structure affect its 
recordkeeping? 

Under this appraisal model it is expected agencies will: 

 comply with legislation, standards and accountability requirements to create and retain 
records; 

 analyse the recordkeeping requirements of their business activities and keep those 
analyses up the date;  

 capture adequate and accurate records in the recordkeeping systems; and 
 maintain adequate and accurate records in those systems in accessible form for the 

agreed retention periods and migrating them between systems as required. 

Appraisal is therefore, broader than identifying functional classifications and retention 
periods to be applied to records once they exist. 

The State Records Authority of NSW has produced a checklist showing further questions 
that should be asked about the agency as the Preliminary Investigation is conducted.  

• Identify Relevant Sources 

Before starting research, check if the agency has recently participated in other projects 
involving corporate analysis (such as business process re-engineering, risk assessment, or 
strategic planning). Such projects may provide much of the information required for the 
Preliminary Investigation, and reduce the need for further fundamental research. 

It is more likely, however, that agencies will need to consult some or all of the types of 
sources identified in this Guideline. Sources used must be accurately and fully cited, as 
they will need to be returned to in later stages of the appraisal process, and a list of 
sources needs to be submitted to the Director of Territory Records when seeking approval 
of Records Disposal Schedules. 

Some of the sources will probably be staff within the agency. The National Archives of 
Australia and State Records NSW have each produced useful information on preparing for 
and conducting interviews as part of the Preliminary Investigation.  

• Analyse the Sources 

Analysing the sources means examining the sources identified with questions about the 
agency in mind. Be on the lookout for specific references as well as general statements or 
requirements that might influence what the agency does or how it does it.  
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• Document Sources 

It is important that agencies fully document the sources used during the Preliminary 
Investigation. There will be a need to return to them several times during the appraisal 
process. Documenting sources will help to find them again quickly when needing to 
return to them in later steps. The documentation produced for the appraisal process will 
also help to form the justification for the agency’s records disposal decisions and will 
show the rationale for the conclusions reached.  

Another good reason for ensuring all sources are documented is to make certain that the 
information needed is available later. Some more transient sources, particularly staff 
members that have been interviewed, may be hard to access later. Agencies need to ensure 
that they document all of the relevant material so that it is possible to understand how 
these sources influenced decisions throughout the project, even if it is no longer possible 
to access the source itself. 

Agencies will need to make sure that they document certain elements relating to each 
source: 

 its title; 
 its type – legislation, an internal policy, an interview etc. This will help others to 

understand the authority of the source, and will also help them to locate copies of it if 
need be; 

 other identifying information – such as Act number or bibliographic details; 
 dates of operation – particularly if these are different from the bibliographic details. 

For instance, legislation may have clauses which take effect on different dates; 
 relationships with other sources – for example, a source may repeal or replace an 

earlier source; 
 relevant text from the source – it is often a good idea to reproduce the actual text from 

the source that is relevant to the analysis. 

• Example 

An example of a preliminary investigation, using the Territory Records Office, is given at 
Attachment A. 
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Step 2: Analysis of Business Activity 

Aim and preparation 

• Aim 

The aim of the Analysis of Business Activity is to draw a map of the agency’s functions 
and activities to identify the flow of business processes within the agency and how they fit 
together. Because records are a product of business process, agencies will need to 
understand those processes in order to make decisions about what records they need to 
make and how long they should keep them. 

Agencies need to interpret ‘business needs’ as their agencies need for records to support 
the efficient and effective performance of its operational and corporate functions. 
Business needs would also include consideration of records required for the strategic 
positioning and survival of an agency. 

It is expected agencies will make records as necessary for the efficient and effective 
performance of the agencies current functions and activities, for example, records of 
policies, directives and procedures in place at a given time, records as evidence of agency 
transactions and records of information upon which subsequent action relies. 

By linking records management to the business aims and structure of the agency, initial 
decisions on classification and retention can be made at or before creation of the records. 
This will enable records to be managed consistently and effectively as needed for business 
transactions and appropriately disposed of afterwards. Remember there will be a 
significant proportion of records for which early appraisal cannot be made, and others in 
which it will be desirable to revise the initial decisions as to the long-term value of early 
appraised records. 

• Products 

The products of the Analysis of Business Activity are: 

 a map or conceptual model of the agency’s business process; and 
 notes, produced in the Preliminary Investigation, about the sources used and what they 

say about the agency’s structure, environment and business processes. 

This map or conceptual model of the agency’s business processes is called a Business 
Classification Scheme. The Business Classification Scheme is an extremely valuable tool 
and can be used as the basis of a controlled language or thesaurus for the agency’s 
records. It also forms the basis of the agency’s Record Disposal Schedules.  

• Before Starting 

Before starting the Analysis of Business Activity, agencies must have completed the 
Preliminary Investigation. It is important that the Preliminary Investigation provides an 
understanding of the agency and its context before any work is begun on the Analysis of 
Business Activity.  
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The Analysis of Business Activity is a demanding and resource-intensive undertaking. It 
is very important that an agency understands the resources required for the task.  
Agencies may choose to conduct the next step in the appraisal process, the Identification 
of Recordkeeping Requirements at the same time as this step. Many of the sources 
agencies will need to consider in these two steps will be the same, and it may be simpler 
to conduct interviews and focus group meetings for both steps at the same time. If 
agencies elect to carry out both steps at once, make sure that the section in this Guideline 
on Step 3, Identification of Recordke

that 

eping Requirements, is read and understood before 
starting. This is because although the information sought is likely to be found in the same 

u  step is quite different. 

 the same ones 

 

 

s with middle managers, and also focus group 

 on found in these sources about the work performed by the 

; 
s these functions, activities and 

transactions; and  
nd have it approved by the agency. 

 
 

ss re-engineering or risk assessments may have 

y, 
ut 

so rces, each

• Sources 

Many of the sources needed for the Analysis of Business Activity will be
examined in the Preliminary Investigation. It is important, though, to return to these 
sources, as different information is being looked at in this second step.  

Interviews with agency staff will also need to be conducted. These interviews will be
different from those conducted in the Preliminary Investigation. In the Preliminary 
Investigation the aim of the interviews was to develop a broad understanding of the 
agency and its environment. Senior managers of core business functions are the people 
best placed to outline this broad picture. However, in the Analysis of Business Activity
the aim is to develop a more detailed map of business processes. For this reason, agencies 
will probably need to conduct interview
meetings with operational staff. These people will have detailed knowledge of how work 
processes are performed in the agency. 

How to do the Analysis of Business Activity 

To complete the Analysis of Business Activity agencies need to: 

 return to the sources examined in the Preliminary Investigation and collect new 
sources; 
analyse the informati
agency and identify the functions, activities and transactions that are performed to 
carry out this work

 develop a Business Classification Scheme that reflect

 test the analysis a

• Collect Sources 

Many of the sources collected and examined in the Preliminary Investigation will also be
relevant to the Analysis of Business Activity. Don’t forget that other business activities
such as workflow design, business proce
already identified sources that may be useful. Agencies will also need to conduct new 
interviews with staff within the agency. 

In the Preliminary Investigation, interviews with senior managers were designed to gain 
an understanding of the broad agency environment. In the Analysis of Business Activit
people who can give a more detailed appreciation of the processes the agency carries o
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in order to conduct its business will need to be interviewed. The people best place
help with this are middle managers of core functions, and operational staff generally.  

d to 

The National Archives of Australia and State Records NSW have each produced 
guidelines to help conduct interviews as part of the Analysis of Business Activity. Don’t 
forget to document any new sources used during this stage. 

• Analyse Information and Identify Functions, Activities and Transactions 

tify:  

 the broad functions the agency undertakes to support its goals and strategies;  

ities. 

The analytical process starts with a ‘big picture’ view of the agency’s business activity 

refe

  agency”. They represent the 
s are 

res. 

s or verbs, such as Reporting. 
 Transactions are ‘the smallest unit of business activity’. They should be tasks, single 

eatedly 

ctions. Begin by using sources that identify broad statements of the agency’s 
purpose, goals and strategies. Look at the agency’s charter, mission and objectives to get 

e 

Next, think about and begin to define the broad functions of the agency. What things is 
ts, 

ticularly if the overlap 
is with the work of another agency. If there is overlap between the functions of two 

ose agencies is stakeholder for the other, and 
should be included in the consultati

be 

 ed to meet; and 

In order to conduct an analysis of their business activity, agencies will need to iden

 the agency’s goals and the strategies it uses to achieve these goals;  

 the activities that contribute to the fulfilment of the agency’s functions; and  
 the groups of recurring transactions or processes that make up each of these activ

and breaks it down into more detailed parts. These component parts (or entities) are 
rred to in descending order as the agency’s functions, activities and transactions: 

Functions are “the largest unit of business activity in an
major responsibilities that are managed by the agency to fulfil its goals. Function
high-level aggregates of the agency’s activities. Functions are often described as 
‘things’ or with nouns, such as Equipment and Sto

 Activities are the major tasks performed by the agency to accomplish each of its 
functions. Several activities may be associated with each function. Activities are often 
described as action

actions or operations, not subjects or record types. They may be carried out rep
within an activity. 

There are a number of steps used to identify the agency's functions, activities and 
transa

an overview. Consider what the agency does that no other Territory agency is responsibl
for.  

the agency responsible for managing in order to meet the goals identified? Annual repor
business and corporate plans are good sources of this type of information. 

After identifying the agency’s functions, check that each is of a similar complexity and 
does not fit within another function. Notice if functions overlap, par

agencies, then the chances are that one of th
on with stakeholders in Step 3. 

It is expected agencies will make records: 

 to meet internal accountability needs; 
 to meet regulatory requirements – for example where records are required by law to 

created or kept; 
that are required by standards, codes and practices the agency is oblig
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 where not having appropriate records would constitute a moderate or higher risk of 
being unable to account to relevant regulatory bodies of the decisions, actions, 
transactions, resource use or standard of performance of the agency. 

Compare the list of functions with the organisational structure to ensure that all aspects of 
the agency’s business are covered. Don’t, however, confuse structure with function. 
Functions are generally not based on organisational structures because they are more 
stable than administrative units, which are often rearranged in restructures. Different 
business units within an agency may carry out different parts of a single function.  

Agencies must manage records which provide the best evidence of: 

 major decisions in relation to a function; 
 the means and manner of implementation of major decisions, for example through the 

formulation of agency policies, procedures and strategies. 
 
The significance of functions, transactions, programs and issues and associated decisions 
and actions should be assessed according to: 
 
 how critical they are in relation to the administration of the agency; and 
 their actual or potential influence or impact on the Territory.  

Use the sources to identify the component activities within each function. As with 
functions, check that each activity is of a similar complexity and does not fit within 
another activity. Notice if activities overlap. An activity should be based on a cohesive 
grouping of transactions producing a single outcome.  

Identify the transactions that make up each activity. This can be done through written 
sources, workshops and interviews or by analysing work processes – examining in detail 
the process involved in carrying out work. Identifying the transactions will assist in 
testing and finalising the boundaries between activities. For example, the transactions 
under the activity of policy may be: 

 draft policy; 
 circulate for comments; 
 receive comments; 
 finalise policy; 
 seek approval; and  
 promulgate the policy.  

This is a cohesive group of transactions that results in the production of a policy. 
Activities should not, however, be based on how records are currently kept, such as a 
case, project or event file. These types of files usually cover many activities. Analysis of 
Business Activity should cover all of the agency’s activities. 

Test the preliminary analysis in interviews and workshops with relevant staff members. 
Revisit the top-level functions and refine them and their descriptions in the light of 
subsequent analysis. Revisit and refine the remaining levels of the Business Classification 
Scheme. Although this analysis involves a ‘top-down’ approach, it is not essential to 
finalise the highest level of the Business Classification Scheme before moving on to its 
lower levels. Usually, identifying transactions will help to understand where one activity 
stops and another begins. This will in turn help to understand and define the scope of the 
agency’s functions.  
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Each source examined will often provide information that is relevant to all three levels of 
the Business Classification Scheme. Agencies may have to go through the process 
described above a number of times, as each piece of information found will shed light on 

 
 workshops to further 

refine it and test the analysis. It is useful to have at least a rough outline of functions, to 

ring the examination of sources that 
are not carried out in practice by the agency. These activities should be documented, 

. 

es 

between them. Once agencies are able to lay 

, 

t 
evelop these 

at th  in the Business Classification 
f a Business Classification Scheme are: 

Activity name and scope notes 

he 

guish 
 activity performed under one function and the same activity performed under 

another function if there is overlap between the functions or they are not described 

 term 
s 

ecords 

different parts of the picture being painted.  

Agencies may wish to conduct interviews early in the process or, alternatively, prepare a
detailed analysis using documentary sources before conducting

generate discussion, before holding workshops or interviews. 

It is possible that agencies will identify activities du

including reasons why they are not being fulfilled

• Develop a Business Classification Scheme 

Once agencies have developed, defined and tested their business functions and activiti
they will need to bring them all together in a document called a Business Classification 
Scheme. The Business Classification Scheme documents the functions, activities and 
transactions identified and the relationships 
out the Business Classification Scheme in a logical format it may also be easier to identify 
any remaining inconsistencies or overlaps. 

There is no compulsory layout or format for a Business Classification Scheme. However
as the Business Classification Scheme will form the basis of Records Disposal Schedules, 
agencies may prefer to use the Records Disposal Schedules template, Attachment C, as 
the basis for the Business Classification Scheme. There are a number of elements tha
must be included in Records Disposal Schedules, and it also makes sense to d

is point in the appraisal process and include them
Scheme. The essential components o

 Function name and scope notes 
 Function date ranges 
 
 Activity date ranges 

Some familiarity with the Territory Version of Keyword AAA is required, in order to 
construct a Business Classification Scheme. A number of the activities described in t
Territory Version of Keyword AAA are generic, in that agencies may undertake the same 
activity, for example, Policy, in relation to a number of functions. It will help when 
constructing a Business Classification Scheme if some of these generic activities are used 
within the agency’s own functions. Functions, however, must be unique. This is because 
functions form the context for the activities within them. It will be difficult to distin
between an

uniquely. 

• Name functions 

Agencies will need to find a unique, meaningful name for each function identified. A
that is already used in the Territory Version of Keyword AAA cannot be used. The term
used in the Territory Version of Keyword AAA have been defined for application to 
common administrative records, and are linked to the whole-of-government R
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Disposal Schedule TARDiS. If agencies re-use these terms for records relating to core 
functions they may not be able to sentence and dispose of records correctly.  

If an agency has special responsibility for a common administrative function they will still 
need to use a different term to distinguish between the agency core records and other non-
core records about the function. For example, the Public Service Commissioner has 
special responsibility for personnel matters in the Territory, and will also keep 
administrative records about its own staff. The function called Personnel in the Territory 
Version of Keyword AAA should be used for records about the Commissioner’s own staff, 
and the important records of the Commissioner’s core function of managing ACTPS 
personnel should be described with a different term. 

Agencies should also try to use a term that is unique to the agency and not likely to be 
used by other agencies. Using unique terms for agency core functions will make it easier 
to move records between agencies when there are restructures or other administrative 
changes. For example, a number of agencies in the Territory deal with the function of 
health. Hospitals, various Health Department agencies and even schools share 
responsibilities within this broad function, and it may become confusing if all of these 
agencies have a function called Health that deals with slightly different aspects of the 
function. Instead, agencies should try to be as specific as possible with function terms 
without limiting their application. Think about the particular aspects of the function that 
the agency performs and chose a term appropriately, such as Student Health Promotion, or 
Health Teaching and Learning.  

t 

nguish one function from another. They can also be a useful tool 
in developing a business classification scheme, and once agencies have worked on scope 

 

• Describe functions 

Finding the correct term to describe a function will help agency staff to understand wha
the term is designed to cover and to use it to describe the appropriate records. A single 
term is not, however, enough to describe the scope of a function, and agencies will need 
to devise a scope note to help people to understand what the function entails. Function 
scope notes help to disti

notes they may find that they need to go back to their Business Classification Scheme and
adjust it in some ways. 

The scope notes in the Territory Version of Keyword AAA can be used to guide agencies 
in developing their own scope notes. Agencies should define their functions in terms of 
the activities that happen within them, rather than in terms of specific record types. For 
example, the function of Establishment in the Territory Version of Keyword AAA is 
described as: 

The function of establishing and changing the organisational structure. Includes 
moving employees from one agency to another and reducing and increasing the 
agency’s staffing levels. Also includes internal reorganisations to meet agency 
goals. 

Some of the typical record types that would be made as part of this function are 
organisation charts, position profiles or duty statements and position files or registers. The 
function is described, though, in terms of the kinds of activities that are carried out to 
administer the function, rather than the types of records made as a result of these 
activities. 

January 2009 



 

• Date functions 

The way that functions are administered changes over time. New or amended legislation
changes in codes of practice, significant changes in government policy or shifts in the 
socio-political environment the agency operates in can mean that the way agencies

, 

 

hange the recordkeeping requirements for the 

 
 

f self-
 

 
 

t date for a function. Where it is not possible to 
of a function, agencies should use the date of 

at the range may be plus or minus five years. 

ivities 

d 
ty 

s 

manage a particular function can alter dramatically. For example, the passing of the 
Public Sector Management Act in 1994 meant that the management of the Personnel 
function in the ACTPS changed significantly. Such changes may, in turn, mean that the 
activities performed under a function have been quite different at different times.  

Because the analysis and conclusions about the administration of each function are based 
on the sources in place at a particular time, it is important that agencies indicate the time 
period during which the function was performed in this way. Changes in the 
administration of a function may in turn c
records resulting from that function. These changes can also have an impact on the value 
of the records to the community at large. This means that the Records Disposal Schedules 
produced as a result of the analysis should only be used to sentence records made during 
the period to which the analysis relates.  

A date range should be provided for each function identified and described. The start date
will usually be the date of the earliest source consulted that has a bearing on the function.
For many Territory agencies the key date in the analysis will be at the start o
government in 1989. For some functions, however, agencies may need to indicate more
than one date range, where, for instance, changes in legislation or policy meant that the 
way the function was administered changed significantly. The introduction of the Public 
Sector Management Act in 1994, as noted above, is a good example of this. 

For most Territory functions there will be a very specific date, dictated by legislation, 
policy announcements and the like, which will define the date range for most functions. 
For some functions which are not tightly regulated by legislation or other codes, it may be
harder to identify an exact date at which the function began. In some situations legislation
may be passed to formalise practices that were already in place, and in these cases, too, it 
may be hard to identify an exact star
identify an exact date for the start or finish 
the earliest or latest source and indicate th
This gives some flexibility in the Records Disposal Schedules produced as a result of the 
next stage of the appraisal process. 

• Name, describe and date act

Similar principles to those used for functions apply to naming, describing and dating 
activities. There are, however, some additional factors that influence the naming and 
description of generic activities.  

Generic activities are activities that are performed in much the same way in many 
different functions. Many of the activities in the Territory Version of Keyword AAA are 
generic activities. They include activities such as Committees, Conferences, Enquiries, 
Evaluation, Implementation, Joint Ventures, Liaison, Meetings, Planning, Policy, 
Procedures, Reporting, Research, Reviewing, Submissions and Tendering. Activities nee
to be understood in the context of the function to which they relate. The Reporting activi
in relation to Equipment and Stores is, in some senses, very different from Reporting in 
relation to Government Relations. Reports produced as part of the Government Relation
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function may be much more significant, and probably kept longer, than reports on 
Equipment and Stores. However the process to produce each type of report will be very 
similar. For these reasons, it is rarely necessary for agencies to describe a new activity 
that is very similar to one of the generic activities identified in the Territory Version of 
Keyword AAA.  

If an agency decides during their analysis that an activity carried out as part of one of their 
functions is the same as one described in the Territory Version of Keyword AAA, then 
agencies must use the same name and scope note as the Territory Version of Keyword 
AAA uses. If the activity identified is slightly different from the one used in the Territory 
Version of Keyword AAA and agencies believe the scope note in the Territory Version of 
Keyword AAA does not suit the activity they are describing they must devise their own 
scope note and give the activity a different name. Because an agency’s Business 
Classification Scheme relies on having clear descriptions of functions and activities to 
work effectively, it is not possible to have two identical activity terms that mean different 
things.  

As for dating functions, agencies may also identify significant changes in the way in 
which activities within functions are carried out at different points.  

• Example 
An example of an analysis of business activity, using the Territory Records Office, is 
given at Attachment B. 
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Step 3: Identification of Recordkeeping Requirements 

Aim and preparation 

• Aim 

The aim of the Identification of Recordkeeping Requirements is to: 

 ascertain which elements of the business environment oblige the agency to make 
records and manage them in certain ways;  

 assess the risk of not meeting these recordkeeping requirements; and 
 develop accountable documentation with which the agency can support its records 

creation and disposal decisions. 

The Preliminary Investigation gave agencies a broad understanding of their business 
environment. The Analysis of Business Activity provided a map of how the agency 
carried out its business within that environment. The Identification of Recordkeeping 
Requirements now seeks to bring these two previous steps together by identifying the 
points at which the agency must make and keep records in response to internal business 
needs and external obligations.  

• Products 

By the end of the Identification of Recordkeeping Requirements agencies will have: 

 notes, which they began to produce in the Preliminary Investigation, and built on in 
the Analysis of Business Activity, about the sources used and what they say about the 
agency’s structure, environment, business processes and recordkeeping requirements; 
and 

 a document which sets out clearly the specific recordkeeping requirements and risk 
analyses for each of the agency’s functions and can be used as a basis for decision-
making about recordkeeping actions. 

It is very important that findings are fully documented in this and previous steps of the 
appraisal process. An agency’s decisions about what records it should make and how long 
it should keep them will be based on the analysis. These decisions have enormous 
implications for the agency’s ability to account for its actions, and it is important to be 
able demonstrate how conclusions about the agency’s recordkeeping requirements were 
reached. The document which outlines the agency’s recordkeeping requirements will be 
based on the Business Classification Scheme produced in the Analysis of Business 
Activity, and will form the basis of Records Disposal Schedules.  

• Before Starting 

It is important that the Preliminary Investigation and the Analysis of Business Activity is 
completed before beginning the Identification of Recordkeeping Requirements. It is 
possible to conduct the Analysis of Business Activity and the Identification of 
Recordkeeping Requirements at the same time. If agencies choose to do this it is 
important that they understand both steps before beginning. 

January 2009 



 

The first two steps of the appraisal process provide the framework within which agenc
can examine and identify the recordkeeping requirements for all their functions. 
Recordkeeping requirements can be imposed externally, through legislation, industry 
codes of practice and by stakeholder expectations, or they can be generated internally by
policies, procedures and internal business

ies 

 
 needs. This step requires a commitment of 

resources, and access to staff throughout the agency will be required to help determine 

ir analysis with a view to producing more than just Records 
Disposal Schedules there will be other things that need to be considered along with those 

s his section. 

 was not done concurrently with the Analysis of Business Activity there 

ivity. 
o comment 

ecords Disposal Schedules after this step. It may, however, be more 

may need to consult additional sources during 
ctations include: 

 bout the agency by regulatory bodies such as the Ombudsman’s Office; 
ial representations and other correspondence with members of the 

 feedback channels. 

e

 usiness and community requirements for recordkeeping; 
 functions and activities in the agencies Business 

what the business needs for records are. 

Agencies will need to decide at this point whether or not they need to pursue any of the 
advanced options described later in this Guideline, and also if they intend to continue 
through the DIRKS process to review current recordkeeping systems or design new ones. 
If they are carrying out the

de cribed in t

• Sources 

Agencies will need to revisit the sources already examined in the Preliminary 
Investigation and Analysis of Business Activity. If the Identification of Recordkeeping 
Requirements
may be a need to schedule new meetings with agency staff to gain the information needed 
for this step. 

In addition to these sources, agencies may choose to consult stakeholders directly at this 
stage - major stakeholder groups that were identified in the Preliminary Investigation and 
other agencies identified which are also stakeholders in the Analysis of Business Act
Agencies may choose to consult stakeholders by giving them the opportunity t
on completed R
efficient to involve stakeholder groups in the Identification of Recordkeeping 
Requirements. 

Although agencies will have already identified their stakeholders and examined the 
agency’s external environment in the Preliminary Investigation, this current step is the 
first time community expectations have been considered in detail. As a result, agencies 

this step. Apart from direct consultation 
with stakeholders good sources for information about community expe

 records and reports of consultative meetings and advisory bodies; 
 Legislative Assembly debates relating to the agency; 

reports a
 complaints, minister

public; 
 media reports; and 
 comments via the agency’s web site or other

How to Identify Recordkeeping Requirements 

Th  Identification of Recordkeeping Requirements involves the following steps: 

 locating relevant sources; 
identifying regulatory, b

 matching these requirements to the
Classification Scheme; 
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 documenting these requirements; 
 assessing the risk of not meeting these requirements; and 

 
out 

ous research and test their assumptions at a later 
stage. Alternately, agencies may wish to add to the research sources at this time by 

uirements:  

 requirements;  

rely have a choice as to 

r chooses to carry out its business. From time to time the agency may 

 
nts 

how 

 reporting to management. 

The notes that have been progressively building in earlier steps will help to identify 
sources that may contain information about recordkeeping requirements. In addition, 
agencies will need to identify the expectations and interests the community might have in
their recordkeeping activities. Agencies may choose to make their own decisions ab
community requirements based on previ

contacting stakeholder groups directly. 

• Identify Recordkeeping Requirements 

There are three main types of recordkeeping req

 regulatory or accountability
 business or operational requirements; and  
 community expectations.  

Regulatory requirements are usually mandatory. Agencies ra
whether or not they will choose to meet requirements placed on them through laws or 
directives from other agencies such as the Auditor-General. 

Business or operational requirements are more flexible. They usually arise from the way 
the agency needs o
alter its procedures, and this in turn may alter the recordkeeping requirements associated 
with that process. 

Community expectations are harder to identify, and can sometimes be harder to reconcile
with the agency’s other requirements. They can range from quite specific needs of clie
or other stakeholders to more general expectations the community may have about 
the agency should conduct its business and how that business should be documented. 
Former students in schools are likely to expect that records of their enrolment and 
academic results are kept for as long as these might need to be verified by post-school 
educational institutions or future employers. The community generally might expect that 
records about health research be kept for a considerable period, so that maximum use can 
be made of the records and so that public resources are not wasted by having to repeat 
costly investigations. The criteria for the selection of records as Territory Archives listed 
in Territory Records Office Standard for Records Management No.2 - Appraisal, is also a 
reflection of what types of records the community expects the Territory to keep as 
archives. These selection criteria should be used as a guide during the Identification of 
Recordkeeping Requirements. 

Agencies will usually find specific types of recordkeeping requirements in particular 
kinds of sources. Sources such as legislation and mandatory industry codes of practice 
will often contain regulatory recordkeeping requirements. Agencies will usually find 
information about business requirements in interviews with staff and in documentary 
sources such as internal policy and procedure manuals. External sources such as 
consultation with stakeholders are the most likely sources of information about 
community expectations, but agencies may also find relevant information in reports on the 
agency’s performance such as Annual Reports, as well as in publications produced by the 
agency for particular stakeholder groups. 
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Recordkeeping requirements may be stated explicitly in laws, regulations and other 
instruments of authority or implied by the environment in which the agency operates. For 
example, a requirement may state the need for: 

 the making of a record;  
 its retention for a specified period;  
 its ownership or custody;  
 access conditions;  
 the content the record;  
 the form it should be in; and  
 aspects relating to quality - that it is a full and accurate record. 

For the purpose of the Records Disposal Schedules, agencies will be interested mainly in 
making and keeping requirements, as these will tell agencies about records that must be 
made or how long they must be kept. Agencies should still examine the other types of 
requirements found in the sources. Often an agency will find sources where the need to 
make a record is implied by the fact that there are special requirements for the ownership 
of or access to the record once it is made. If agencies intend to complete any of the 
advanced options discussed later in this Guideline, or are using the DIRKS process to 
review their recordkeeping systems or design a new one, then they will need to examine 
all of the recordkeeping requirements identified. 

Finding explicit recordkeeping requirements in documentary or written sources is usually 
quite simple. Regulatory and business sources will often include statements about making 
or keeping ‘records’, ‘registers’, ‘documents’, ‘accounts’ or ‘books’. They may use terms 
such as ‘in writing’ or ‘keep’ or ‘provide evidence’ or ‘information’. If these words are 
found in any legislation or policies that relate to the agency then there will usually be 
recordkeeping requirements associated with them. 

For example, the Adoption Act 1993 states in section 15 that “the Chief Executive shall 
keep a register of all persons whose application for the placement of a child for the 
purpose of adoption has been approved”. This is an explicit requirement to make a record 
about applications to place children for adoption. There are a number of other explicit 
recordkeeping requirements in the Adoption Act 1993. Section 60 of the Act states that 
“records in the possession or under the control of the Chief Executive…shall not be made 
available to, or be open to inspection by, any person”. This is an explicit requirement 
relating to access conditions. Section 61 states that regulations may be made under the 
Act that “may make provision for the length of time for which, and the manner in which, 
records are to be maintained”. These regulations will also list explicit recordkeeping 
requirements in relation to the retention of records and possibly the form or quality of 
those records. 

In another example, section 52 of the Lakes Act 1976 states that “unless the contrary is 
proved, evidence that a sign referred to in section 15 was erected, placed or displayed 
within a lake area or on Scrivener Dam is evidence that it was erected, placed or 
displayed”. While this section does not require the Department responsible for lakes to 
make records about the placement of signs, it does imply that there may be a business 
need to make records about this activity.  

Internal policy and procedure documents may also reveal either explicit or implicit 
recordkeeping requirements. For example, ACT Housing’s policy on Animals and Pets 
sets out procedures for dealing with complaints about pets kept by public housing tenants. 
The procedures are different depending on whether or not the tenant has previously been 
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given approval by ACT Housing to keep the pet. While there is no direct reference to 
recordkeeping in this policy, there is a clear indication that ACT Housing needs to keep a 
record of approvals to keep pets, in order to allow it to deal correctly with any later 
complaints. It is likely that interviews with staff who investigate complaints about pets 
will also reveal that they require records about approvals in order to carry out their duties. 

• Match Requirements to the Business Classification Scheme 

Once recordkeeping requirements have been identified, agencies need to match them up 
with the functions and activities that were mapped in the Business Classification Scheme. 
Because recordkeeping requirements indicate what business activities must take place, it 
is important that agencies find a place for all of their recordkeeping requirements in their 
Business Classification Scheme. The more clearly functions and activities have been 
defined, the easier this will be to do, although agencies may find during this process that 
they learn more about their functions and activities and may want to make some changes 
to their Business Classification Scheme. If agencies identify recordkeeping requirements 
that don’t seem to fit with the functions described in their Business Classification 
Scheme, then this may be a sign that a function has been missed in their analysis.  

The sources where the recordkeeping requirements were found can give clues as to which 
function they relate. Often a particular source or part of a source will have been used to 
identify both a function and a recordkeeping requirement. This may indicate that the 
recordkeeping requirement is part of managing the function identified in the same source 
but it may not always be the case. Some broad sources may identify recordkeeping 
requirements relating to a number of functions. It is important to match the recordkeeping 
requirements as accurately as possible with the Business Classification Scheme. Function 
and activity descriptions form the context for the disposal classes that will be developed 
using the recordkeeping requirements in the next step of the appraisal process. If a 
recordkeeping requirement has been attached to the wrong function-activity set, then staff 
may later find the Records Disposal Schedules hard to understand and may incorrectly 
sentence agency’s records as a result. 

• Document Recordkeeping Requirements 

It is likely that agencies will consult new sources in this step, in addition to the ones 
identified in the Preliminary Investigation and the Analysis of Business Activity. It is 
important that these new sources are documented in the same way sources identified in 
earlier steps were documented.  

As well as documenting the sources used, agencies will need to document each of the 
recordkeeping requirements identified using those sources. An agency’s Business 
Classification Scheme can provide a framework to document these requirements. There 
are a number of formats available to choose from for documentation. The State Records 
NSW Function/Activity Evaluation form is one example of how agencies might begin to 
bring together the information they have found about their functions, activities and 
recordkeeping requirements. However this form alone does not document all of the 
information an agency will need to record about their recordkeeping requirements. 
Alternatively, agencies may choose to design their own forms, spreadsheets or databases 
to document their findings. Whichever system of documentation is chosen, agencies must 
ensure that they include the following information about their recordkeeping 
requirements: 
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 details of the source of the requirement, which should already have been documented 
in the same way as the sources identified in other steps. These details include the 
authority that issued the source, its title, date, and any reference numbers; 

 a description of the source (eg legislation, best-practice standard, internal policy etc); 
 the specific text of the source that contains the recordkeeping requirement being 

documented; 
 an explanation of the records involved and how the requirement affects them. For 

example, the source may require the creation of a specific register; 
 the business function and activity to which the requirement relates; and 
 the stakeholders, if any, who might have an interest in this requirement. 

If agencies are designing their own form to document their recordkeeping requirements 
they should also leave room to document their risk assessment in relation to each 
requirement, which will be completed in the next step of the process.  

• Assess Risk 

Once an agency’s recordkeeping requirements have been established, agencies need to 
assess the risk of not meeting those requirements. This will help determine how long to 
keep the records of the agency’s business activities. 

There are a number of sources that can guide agencies in making risk assessments. The 
agency may have its own guidelines and procedures in place or there is an Australian and 
New Zealand Standard, AS/NZS 4360–1999, Risk Management that also gives useful 
guidance, as does the Australian Institute of Risk Management web site.  

A common feature of many risk assessment processes is a risk impact matrix. The risk 
impact matrix compares the likelihood of an event happening with the consequences if the 
event did happen, in order to come to a conclusion about the level of risk that the event 
presents to the agency. 
 

Consequences  Likelihood  

Extreme  Very high  Medium  Low  Negligible  
Almost certain  Severe  Severe  High  Major  Significant  
Likely  Severe  High  Major  Significant  Moderate  
Moderate  High  Major  Significant  Moderate  Low  
Unlikely  Major  Significant  Moderate  Low  Trivial  
Rare  Significant  Moderate  Low  Trivial  Trivial  

In this matrix, an event that would have extreme consequences for the agency but would 
rarely occur presents a significant risk. An event with negligible consequences but which 
is almost certain to happen also presents a significant risk, whereas an event with low 
consequences which is moderately likely to occur presents a moderate risk to the agency. 

In relation to each of the agency’s recordkeeping requirements, the following questions 
should be asked: 

 What could happen to the agency or to stakeholders if this requirement is not met? 
 How severe would those consequences be? and 
 How likely is it that this would happen if the requirement is not met? 
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In the earlier example of ACT Housing’s policy on handling complaints about pets, it was 
determined that there was an implied requirement to make records about approvals to 
keep pets in ACT Housing properties. Asking the above questions about this requirement 
might lead to the following answers: 

 ACT Housing would not be able to prove a claim that the tenant had approval to keep 
an animal on the property. Complaint handling processes would need to be deferred 
until a new application for approval could be processed. This would cause inefficient 
administration, stakeholder needs for efficient conflict resolution would not be met, 
and there is a potential for adverse public reaction. 

 The consequences would be low – although they are unpleasant for the agency and for 
stakeholders they could be resolved even if the records were unavailable. 

 There is a moderate likelihood that there will be complaints about tenants’ pets. 

According to the risk management matrix, where there are low-level consequences of an 
event and that event is moderately likely to happen, the risk presented by the event is a 
moderate one. 

As publicly funded agencies with a strong commitment to customer service and a 
responsibility to be accountable, Territory agencies should not expose themselves to a 
level of risk that is greater than ‘low’ or ‘trivial’ in relation to their recordkeeping 
requirements. An agency will need to retain its records until each identified risk is 
reduced to a low or trivial level, either because the severity of the consequences or the 
likelihood of an event occurring have diminished over time. Where one of an agency’s 
recordkeeping requirements presents a risk above the low level if not met, the analysis 
should be repeated by thinking of what impact the risk will have in the future.  

In the ACT Housing example, while it is moderately likely that an approval to keep a pet 
will be needed in order to investigate complaints soon after the approval was given, the 
likelihood that there will be complaints about the animal will diminish over time. It may 
be that after five years the chances of receiving a complaint about an approved pet 
become unlikely, although the consequences of not having access to the record if there 
was a complaint would remain the same. In the risk impact matrix, an event with low-
level consequences that is unlikely to happen is assessed as being low risk. This means 
that after five years the risk of not meeting this requirement is acceptable in addition this 
information will be important when compiling Records Disposal Schedules in the next 
step. 

This process should be repeated for each recordkeeping requirement identified. It is also 
very important to document this analysis carefully. This step of the appraisal process 
forms the basis of later decisions about which records an agency can responsibly destroy 
and when. If an agency is ever challenged over a decision to destroy a record then this 
analysis will form an important part of the justification for the agency’s decision-making. 
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Step 4: Developing Records Disposal Schedules 

Aim and preparation 

• Aim 

The aim of this step is to consolidate the knowledge gained in previous steps and 
represent it in a form that can be used to make decisions about recordkeeping in the 
agency.  

• Products 

The products of this step are: 

 draft Records Disposal Schedules; and 
 supporting documentation to assist the Director of Territory Records in approving 

draft Records Disposal Schedules. 

• Before Starting 

Before drafting Records Disposal Schedules, agencies must have completed Steps 1, 2 
and 3 of the appraisal process. In Step 1, the Preliminary Investigation, the broad context 
of the agency will have been examined. In Step 2, the Analysis of Business Activity, 
agencies will have examined in more detail the functions, activities and transactions they 
carry out, in order to produce a Business Classification Scheme. In Step 3, the 
Identification of Recordkeeping Requirements, detailed information about which records 
the agency needs to make and how long it needs to keep them will have been assembled.  

Drafting Records Disposal Schedules now brings together all of the knowledge gained 
about the agency’s recordkeeping into one document, based on the Business 
Classification Scheme. Before starting, agencies should ensure that they have the Records 
Disposal Schedules template, which will be needed to assemble and submit information to 
the Director of Territory Records. 

How to Develop Records Disposal Schedules 

By the time an agency reaches this step they will already have much of the information 
needed to draft Records Disposal Schedules. The elements of Records Disposal Schedules 
that an agency should already have are: 

 function names; 
 function scope notes; 
 function date ranges; 
 activity names, attached to the relevant functions in the Business Classification 

Scheme; 
and  activity scope notes; 

 activity date ranges. 

During this step the following elements will need to be added: 

ions; and  records disposal class descript
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 disposal actions and triggers. 

g 
this if agencies list the transactions identified for each activity of a function. For example, 

u hich may have the following transactions: 

 and venue of meeting;  

ers and minutes of previous meeting;  

 final minutes of meeting; and 
g action to be taken as a result of the meeting.  

The next step is to group

 set. For example, it is not appropriate to 

 ing requirements. For example, it is not appropriate to group 

 
nt as part 

longer 
onsequently 

agencies m
Educat

• Identify Transactions 

The transactions identified in Step 2 and the recordkeeping requirements identified in Step 
3 will provide the basis for describing the records in a disposal class. It will help in doin

a f nction may have the activity Meetings, w

 determine time
 book meeting room;  
 write agenda;  
 circulate agenda, agenda pap
 record apologies;  
 record minutes of meeting;  
 circulate draft minutes for corrections and modifications; and  
 direct action to be carried out as a result of decisions made at meeting.  

These transactions will result in a number of record types. Records made in the course of 
the transactions that comprise the activity Meetings, for example, will include: 

 agenda;  
 agenda papers;  
 minutes of previous meeting;  
 draft minutes of meeting;  

 ‘actions arising’ or other records directin

• Match Recordkeeping Requirements  

 transactions and record types into disposal classes according to a 
number of criteria. To be grouped into a single disposal class a group of records must: 

be part of the same function and activity 
group records arising from the Advice activity in the same class as records from the 
Agreements activity; and 
have the same recordkeep
records that need to be retained for 100 years in the same class as records that need to 
be retained for 10 years. 

Agencies should already have matched the recordkeeping requirements identified in Step 
3 to the functions and activities in their Business Classification Scheme. Now match these 
requirements to the particular record types that have been identified as being produced by
these activities. The risk assessment conducted for each recordkeeping requireme
of Step 3 will give information about how long agencies need to keep a particular record 
to satisfy a recordkeeping requirement and reduce any risk the agency may face. 

For example, a recordkeeping requirement may have been identified within the School 
Education function that final minutes of meetings and key papers are required for a 
period than records relating to administrative arrangements for meetings. C

ay develop two disposal classes for the activity Meetings within School 
ion. A simple description of these two classes could be as follows: 
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1. Final minutes and supporting documents tabled at meetings held to discuss 
matters relating to the School Education function. 

2. Records documenting administrative arrangements – includes agenda, notice 

en 

e 
ould be 

kept for nine years longer than they are needed. Agencies need to consider these 
f uirements when designing their disposal classes. 

ese are only examples, 
and that other types of m

 d at meetings held to discuss matters 

r’, 

 the Records 

ded 
d to word their class description so that it is clear 

1. d at meetings held to discuss matters 
on function, for example, meetings of college principals 

arents and Citizens Associations.  

Include

of meeting and draft minutes.  

Since only one disposal action is possible for each disposal class, records with widely 
varying recordkeeping requirements should not be combined into one disposal class. If 
there is a recordkeeping requirement that the minutes of a meeting must be kept for t
years, but the records about the administrative arrangements setting up the meeting need 
only be kept for one year, it may be inefficient to place both types of records in on
disposal class. Such an arrangement would mean that the administrative records w

dif erences in recordkeeping req

• Describe Disposal Classes 

It may be helpful to include examples of specific subjects that would be included in the 
disposal class, such as meetings of college principals or meetings with Parents and 
Citizens Associations. Make sure, though, that it is made clear th

eetings, which would otherwise belong in this function, are not 
excluded by the wording. A revised class description might be: 

Final minutes and supporting documents table
relating to the School Education function, for example, meetings of college principals 
and with Parents and Citizens Associations.  

Avoid terminology that requires a value judgement - for example, ‘significant’, ‘majo
‘minor’ and ‘controversial’. Opinions on what was controversial can change with time 
and can depend on the historical knowledge of the person implementing
Disposal Schedules. Instead, use more descriptive phrases such as ‘involved ministerial 
intervention’ or ‘evidence of interest and scrutiny in the public arena’. 

It may also be useful to include examples of the kinds of records that would be inclu
in the disposal class. Again, agencies nee
that similar types of records that fit the rest of the description are not excluded. The 
disposal class example might now read: 

Final minutes and supporting documents table
relating to the School Educati
and with P

s: 

 documents establishing the committee; 
 final versions of minutes; 
 briefing papers; and 
 final versions of reports. 

The records described together in a disposal class should form a cohesive group. They 
must be part of a single function-activity set. They will usually represent a number of 
transactions that are carried out as part of an activity, but may include the records arising 
from only one transaction. The description should be broad enough to encompass as many 
related records as possible without being too generic. Also it must be easily understood 
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and have clear boundaries. Remember, only one disposal action is possible for each 
disposal class, so only record types that need to be kept for similar periods of time can be 
included in the same disposal class. 

There is no minimum or maximum number of disposal classes for each function or 
activity. However, if there are no disposal classes for an activity then agencies should 
investigate whether the activity is actually performed by them. 

• Use Generic Activities 

Agencies may have used a number of generic activities in their Business Classification 
Scheme that are carried out as part of more than one function. Examples of generic 
activities are things like Policy and Meetings, which are activities that are carried out in 
the course of most functions. Often the transactions within a generic activity are also the 
same for all functions. For example, the transactions listed above for the Meetings activity 

on 
has been a change to rules or procedures that affect the 

ion 

 
ives some flexibility in the subsequent production of the Records Disposal 

•

 

within the Schools Education function are likely to be the same for the Meetings activity 
in any other function, whether it is Public Housing or Government Relations or 
Community Health and Safety. This can make forming disposal classes for generic 
activities much simpler.  

Remember, too, that even where the set of transactions is the same for an activity that is 
performed as part of two or more functions, there may be different recordkeeping 
requirements for each. The recordkeeping requirements for a meeting with stakeholders in 
relation to the Patient Care function are likely to be different from those for a meeting 
amongst staff to manage the Equipment and Stores function. Because recordkeeping 
requirements form the basis of disposal classes, agencies may find that they need different 
classes for the same activity depending on the function under which it is performed. 

• Date Disposal Classes 

Disposal classes need to be dated in the same way that the agency’s functions and 
activities were dated in Step 2, Analysis of Business Activity. The date range for a 
disposal class indicates the earliest and latest date of records that the class may be applied 
to. For example, if a class has the date range 1960–1985, it can only be used to sentence 
records that were made between those dates. It can be an open-ended date range (eg 
1985–) if the class can be used for future records. Generally, the date range for a class is 
the same as for the activity. It may be different if, for example, a new piece of legislati
has come into force or if there 
recordkeeping requirements.  

For older functions, particularly those not governed by legislation or other formal 
instruments, it can sometimes be difficult to determine an exact date at which the funct
began. This, in turn, can make it difficult to determine a start date for disposal classes 
within that function. In these cases, agencies should use the start date of the earliest 
source relating to the disposal class and indicate that the range may be plus or minus five
years. This g
Schedules. 

 Determine Disposal Triggers 

Agencies will already have considered the recordkeeping requirements for their records in
order to formulate disposal classes. Through the risk assessment conducted in Step 3 and 
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the process of forming the disposal classes, agencies should now have a clear 
understanding of how long different types of records need to be kept in the agency. Thes
requirements to retain records for different periods of time will have helped to draft 
disposal classes, a

e 

nd form the basis of the Records Disposal Schedules. Every disposal 
class in the Records Disposal Schedules must have a disposal action coupled with a 

Record Disposal 
Schedules is to retain the records as Territory Archives. Deciding which of the disposal 

 
ears 

e to ascertain from the file itself, in 
most cases, when all action on the file was completed and will therefore be able to 

l trigger will often be 
calculated from the person’s date of birth. Other triggers may be the signing or expiry of 

 Records 

ory Archives. The 
criteria for selecting Territory Archives are set out in Territory Records Office Standard 
for c

• ns, decisions and actions 
s 

‣ 
nt 

structures, policies and programs; and 

disposal trigger.  

The disposal action in Records Disposal Schedules is usually to destroy a class of records 
after a period of time, and this is one of the pieces of information used to develop your 
disposal classes. The other type of disposal action most often included in 

classes should have this disposal action is discussed later in this section. 

Agencies now need to determine the ‘trigger’ which will allow people using the 
completed Records Disposal Schedules to calculate when a record can be destroyed. A 
disposal trigger should be an event or action that can be identified easily from the record
itself. The most common disposal trigger is described in terms such as ‘destroy X y
after action completed’, where ‘X’ will be the number of years determined through risk 
assessment that the record needs to be kept. Someone using the Records Disposal 
Schedules to sentence the agency’s records will be abl

calculate when the file can be responsibly destroyed. 

Sometimes the recordkeeping requirements will indicate that a disposal trigger other than 
the end of an action or a process is needed. Personnel files, for instance, are usually 
required for the lifetime of the staff member, so the disposa

an agreement or the approval of an action or arrangement. 

• Examine Criteria for Selecting Territory Archives 

Some classes of records may be so important that they should never be destroyed. The 
Director of Territory Records has issued Territory Records Office Standard for
Management No.2 - Appraisal which outlines the kinds of records the Territory should 
preserve as archives so that researchers can have access to them in the future. 

For each disposal class in an agency’s draft Records Disposal Schedule an assessment 
should be made as to whether the records in that class qualify as Territ

Re ords Management No.2 - Appraisal, and are reproduced here: 

Records that provide concise evidence of the deliberatio
of the Territory and Territory institutions, relating to key functions and program
and significant issues faced in governing the Territory. 

Examples of records meeting this criterion are those that document: 

the development, implementation and review of Territory legislation; 
‣ the development, implementation and review of major governme

‣ government responses to the most significant issues of the day. 
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• Records that contain information that is considered essential for the protection and 
future well-being of Australians and their environment, including the protection of 
their significant rights and entitlements. 

Examples of records meeting this criterion are: 

‣ birth, death and marriage registrations; 
‣ records detailing long-term environmental hazards or significant 

environmental change; 
‣ records detailing elements of Territory heritage such as heritage places 

registers; and 
‣ records documenting rights to land. 

• Records that have a special capacity to illustrate the impact of government 
activities on individuals, groups and the environment, the interaction of people 
with the government and especially the influence of the Territory community on 
government decision-making. 

Examples of records meeting this criterion are: 

‣ case files detailing significant government intervention in the lives of 
individuals or classes of people, such as Aboriginal and Torres Strait 
Islander children who were separated from their families; 

‣ records documenting the high-level planning and execution of major 
public works such as main roads and residential developments; 

‣ land-use and zoning plans; and 
‣ records that document significant community opposition to 

government actions or policies. 

• Records that have substantial capacity to enhance knowledge and understanding of 
aspects of the Territory’s history, society, economy, culture and people, especially 

 t

‣ g and production of major cultural 
events and historical celebrations; and 

• uthority, foundation and 
he 

Exa

ve 
elegations under legislation, which 

 functions, powers, 

s hese are influenced by government acta ivity. 

Examples of records meeting this criterion are: 

‣ concise Treasury and economic data; 
‣ statistical data on the Territory’s population and its circumstances; 

records documenting the plannin

‣ records documenting major social, economic, cultural or scientific 
discoveries or developments of significance to, or having a special 
relationship with, the Territory. 

Records that provide evidence of the source of a
machinery of government and Territory institutions sufficient to document t
administrative and legal context of other Territory Archives. 

mples of records meeting this criterion are: 

‣ formal instruments or authorities, including legislation, Administrati
Arrangements Orders and d
establish, maintain, alter or review the
responsibilities and jurisdictions of Territory agencies; 
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‣ judgements which have bearing on the jurisdiction or powers of the 
Territory government; and 

‣ agreements with other governments. 

Consider each of the disposal classes in view of whether or not the records meet an
these five criteria. If agencies believe that the records described in a disposal class meet 
any of these criteria they should make a note of which criteria are relevant in their draft 
Records Disposal Schedules. Do

y of 

 not delete the disposal action and trigger already drafted 

ed to 

ut 

munity in the future. Once an agency has drafted their Records Disposal 
ake 

ed as 

 

roying records. If a 

ust 
e 

e 

 retaining records as Territory Archives means retaining them for a very 
long period of time, privacy considerations should not prevent a class of records from 

rivacy of people 
mentioned in the records will fade eventually, and the records will be able to be released 

for this class. During consultation with stakeholders and the Director of Territory 
Records, agencies may decide that some of the records selected do not need to be kept as 
Territory Archives. If this happens, agencies will need to revert to their original disposal 
action for that class of records. 

There are some important considerations to keep in mind when assessing agency records 
against the selection criteria. The criteria for selecting Territory Archives are design
take into account the views of the wider community, not just those of the agency. 
Agencies must be as objective as possible when making assessments. Try to think abo
the information in the records and what uses that information might have for researchers 
or the com
Schedules they will need to consult with stakeholder groups, and this will help to m
sure they have considered many different views in making assessments about which 
records should be retained as archives. Stakeholder consultation is discussed later in this 
chapter. 

Remember that while there are no quotas or limits on how many records should be 
retained as archives, only a very small proportion of records need to be kept indefinitely. 
Most government records authorities in Australia estimate that between one and two per 
cent of the records made by governments would meet the criteria to be retain
archives. When selecting records to be retained as Territory Archives, remember that 
agencies are, in effect, selecting these records to be kept forever. Some classes of records
may have very long retention requirements – even hundreds of years – but still may not 
meet the selection criteria to be retained indefinitely as Territory Archives. 

Privacy or security issues alone are never adequate reasons for dest
group of very sensitive records meets the criteria for selection as Territory Archives or if 
there are other ongoing recordkeeping requirements relating to the records, then they m
not be destroyed merely to protect personal privacy. Instead, agencies should manage th
records in a way that will protect them from unauthorised access.  

Most privacy considerations fade over time. While personal information about living 
people must be protected, information about someone who has died may be able to b
released. Information about a person who died many years ago will be less sensitive 
again. Because

being selected as archives. It is likely that the need to protect the p

to the public. 

• Complete the Draft Records Disposal Schedules Template 

Once agencies have finalised their disposal decisions they will need to put them into a 
standard format so that the information they have brought together can be followed by 

January 2009 



 

others and used to sentence the agency’s records. Agencies may have been progressively 
adding information to the Records Disposal Schedules template since they finalised their 
Business Classification Scheme in Step 2. If this is the case, they will now need to make a 
new copy of the template that does not refer to specific recordkeeping requirements. Make 
sure they keep a copy of the template that includes all of the information used to arrive at 
the decisions. Complete the sections of the template that record suggested disposal 
actions, disposal triggers and recommendations for classes to be retained as Territory 
Archives.  

If agencies have been using another system to manage their documentation, now is the 
time to assemble this information in the Records Disposal Schedules template. Make sure 
agencies have has included all of the required information, including date ranges for all of 
the elements and references to the selection criteria for classes they believe should be 
retained as Territory Archives. 

Once agencies have done this, their draft Records Disposal Schedules will be in a format 
suitable for use in consultations with stakeholders. 
A template for Records Disposal Schedules is at Attachment C. 

• Consult with Stakeholders 

Once agencies have submitted their draft Records Disposal Schedules for approval, the 
Director of Territory Records will refer them to the Territory Records Advisory Council, 
which represents the stakeholders in the consultation process. The Advisory Council is 
made up of representatives from agencies, records professionals, community associations 

riginal and Torres Strait Islander heritage. They will 
examine the draft with the needs and expertise of those groups in mind. Draft Records 

n 

and entities interested in Abo

Disposal Schedules are lodged at one meeting of the Territory Records Advisory Council 
and then considered at the following meeting. 

• Incorporate Feedback 

Agencies should document all of the feedback received as part of the consultation process 
in the same way they documented the other sources identified throughout the project. 
Feedback from the community and the public represents a recordkeeping requirement and 
should be assessed in the same way as the agency assessed the other recordkeeping 
requirements that were identified. 

Agencies will also need to match these new requirements to the functions and activities i
their draft Records Disposal Schedules and, using the risk assessment matrix, consider the 
consequences of not meeting these requirements. It is likely that agencies will receive 
feedback that will cause them to change the disposal action for some of their records. 

Agencies do not have to meet all of the expectations expressed through the public 
consultation process. Some of the requirements identified will be trivial, misdirected or 
unrealistic. If agencies choose not to meet a community recordkeeping requirement they 
must explain why they made this decision. When submitting draft Records Disposal 
Schedules to the Director of Territory Records they will also need to submit supporting 
documentation. This report should include: 

 a summary of the process used to seek stakeholder feedback; 
 a list of the recordkeeping requirements identified through the consultation process 

which have not been met in the final draft Records Disposal Schedules; and 
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 the reasons on which the decisions were based not to meet these requirements. 

 
sal 

t 

 
Records Disposal 

Schedule deals responsibly with the agency’s records and adequately addresses any risks 

approves them. The Director requires specific supporting documentation in order to make 
posal Schedules.  

Records is: 

 the sources consulted in Steps 1 and 2; 
sal 

 e agency’s Principal Officer that he or she is satisfied that other 
 

 , outlined in Territory Records Office Standard for 
Records Management No.2 - Appraisal, for each class of records recommended for 

es and types. It 
is important that it is made clear the types of sources consulted, such as legislation, 

codes, details 
should be provided of the recordkeeping requirements identified and an explanation of 

• Test the Draft Records Disposal Schedules 

Once agencies have finalised their disposal classes it is useful to test their applicability 
against samples of existing records to ensure the classes are meaningful and useable, and 
to ensure that the draft does not allow for the destruction of records that appear to have
long-term value. This process may also reveal omissions from the draft Records Dispo
Schedules. It is important, however, to remember that they are appraising the need to 
make and keep records related to the functions and activities of agencies, not just the 
particular records that have been made in the past to support that work. Remember tha
the Records Disposal Schedules, in most cases, will be used to sentence records made in 
the future as well as those that have already been made. While it is important to have 
Records Disposal Schedules that are useable for existing records, the classes should not 
be so narrow that they cannot be used for the range of records that may be made in the 
future. 

Step 5: Submit the Draft and Supporting Documentation to the Director of Territory 
Records 

The Principal Officer of the agency is ultimately responsible for recordkeeping decisions 
made by the agency. Under the Territory Records Act 2002, Principal Officers must 
personally approve their agency’s records management arrangements. This means that the
agency’s Principal Officer needs to be satisfied that the drafted 

posed to the agency by not keeping records about its activities. 

Records Disposal Schedules cannot be used until the Director of Territory Records 

a decision about whether or not to approve an agency’s Records Dis

The documentation needed by the Director of Territory 

evidence of 
 evidence that mandatory standards have been adhered to in the draft Records Dispo

Schedules; 
certification by th
codes of practice and internal business requirements have been adequately addressed
by the draft; and 
an assessment against the criteria

retention as Territory Archives. 

The evidence of sources consulted can take the form of a list of source nam

mandatory codes of practice, internal policies or community expectations. 

For each of the mandatory standards, such as legislation and mandatory 

which disposal classes cover the records relating to these requirements. 
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Where agencies have recommended that a class of records be retained as Territory 
Archives they must be certain they have also included in their draft Records Disposal 
Schedules a reference to the selection criteria that apply to these records. 
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THE ROLE OF THE DIRECTOR OF TERRITORY RECORDS 

Two of the purposes of the Territory Records Act 2002 are: 

 to preserve Territory records for the benefit of present and future generations; and 
 to encourage open and accountable government by ensuring that Territory records are 

oyed 

llows agencies to apply the decisions made about 
ual records. Together appraisal and sentencing help agencies 
s should be retained.  

ted to determining destruction at the end of the 
activ

The
allow authorised disposal of records and 

made, managed and, if appropriate, preserved in accessible form. 

The Director of Territory Records has a role in supporting these purposes through the 
approval of agencies’ Records Disposal Schedules. No Territory record can be destr
unless that destruction is allowed by Records Disposal Schedules, which have been 
approved by the Director of Territory Records. 

While Principal Officers are ultimately responsible for ensuring that their agencies 
comply with the Territory Records Act 2002, the Director of Territory Records has a 
responsibility to monitor agency performance. The approval of Record Disposal 
Schedules is one way in which the Director can help to ensure that agencies are making 
and keeping their records according to the recordkeeping requirements placed on them by 
the community and through mandatory standards such as legislation. The Director also 
examines Records Disposal Schedules to ensure records are preserved as Territory 
Archives for the benefit of present and future generations. 

Because of these dual roles – to ensure mandatory recordkeeping requirements are met 
and to consider the community’s future needs – the Director requires that supporting 
documentation be submitted when agencies seek approval of their Records Disposal 
Schedules. This supporting documentation allows the Director of Territory Records to 
make an informed assessment about whether the Records Disposal Schedules meet the 
agency’s mandatory requirements and are likely to satisfy the community’s future needs 
for Territory Archives. 

HOW TO APPLY RECORDS DISPOSAL SCHEDULES 

Sentencing 

Records Disposal Schedules are applied to records by ‘sentencing’. Sentencing is the 
process of identifying and classifying records according to Records Disposal Schedules 
and applying the disposal actions specified in them. Sentencing is the implementation of 
decisions made during appraisal. It a
classes of records to individ
to identify how long record

Sentencing is more than just a process rela
e life of a record. It can also be used as an integral part of the recordkeeping task and 

assists in the overall management of records from point of creation.  

Why sentence records?  

re can be any number of reasons for sentencing records. The basis of all of them is to 
disposal can mean many different actions 

including destruction of records.  
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Sentencing an agency’s records results in a number of efficiency gains. Resources are not 
wasted storing records for longer than necessary. Retrieval is much easier if those records 
that are important to an agency have been identified and the rest legally disposed of. This 
can be applied to both paper and electronic records. With paper records cheaper off-site 
storage can be arranged. With electronic records online, near line or offline storage can be 
organised as required.  

The Territory Records Office encourages sentencing from when a record is made. This 
can be done whether agencies are using an electronic recordkeeping system or not. 
Allocating a disposal review date can be an integrated part of classifying and naming a 
record. Sentencing from when a record is made allows agencies to treat the records 
according to their value and to make sure that they are preserved for only as long as they 

 when 
sentenced as they are 

made, the sentence must be checked to see if it still applicable when it is time to destroy 

 
ement 

:  

tify the disposal class; 
 from the disposal action in the class, identify the trigger event and a date when the 

 

are needed. In electronic systems, sentencing from when a record is made – or from
the system is designed or installed – is recommended. If files are 

them, in other words there will need to be a review before disposal.  

In a traditional or paper-based records environment, agencies usually embarked on a 
sentencing project to get rid of a backlog of records once they found they were running
out of space to store them. This doesn’t have to be the case. A good records manag
plan will include regular sentencing and, as appropriate, destruction to avoid backlogs. 

Sentencing can allow an agency’s records management program to work more efficiently. 
Sentencing records regularly:  

 makes it easier to retrieve the records still in use by legally getting rid of the ones not 
in use; 

 saves money by using less storage space, and using it more efficiently; and 
 identifies the records that are important to an agency and the Territory. 

Transfer to appropriate storage is often arranged at the same time as sentencing when 
dealing with existing accumulations of older paper records (sometimes called ‘legacy’ 
records). These records will need to be sentenced for either immediate destruction or 
retention for a certain period. Inactive records can be transferred off-site to Service 
Providers after sentencing.  

It is possible that in some cases the default disposal sentence will not be correct because 
of other matters (eg records that are required for legal action). In these cases, the disposal 
sentence may need to be amended.  

How to sentence records  

There are five basic steps in sentencing

 determine the appropriate function and activity of the record. This can be done by 
examining an existing record or when creating a new record; 

 iden

record can be disposed of; alternatively, identify that the record is to be retained as a 
Territory Archive; 

 if the trigger event has already occurred (such as ‘action is completed’), confirm and
implement the disposal action; and 
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 if the trigger event has not occurred (eg the record is still in active use), set a review
date for the future. 

 

DiS, or agency-specific Records Disposal 
Schedules. If working with legacy paper records, agencies should do a mapping exercise 

 has 
er 

e 
ncial management class in the TARDiS, calculate the review date as seven 

years from action completed, note that action was completed eight years ago, and 
cord can be destroyed immediately. 

 systems 

quired for business needs. Electronic and 

f electronic and digital records after this has 
ctronic recordkeeping system, this can be achieved by 

retaining relevant parts of the metadata, along with metadata documentation of the record 

, 
e has elapsed for the freed storage space to be re-used by newly created 

documents. For sensitive records there will be security implications that may demand 
) 

that, where more than one copy of a record may 
exist, all copies are destroyed at the same time, including both primary and working 

to be linked to a single copy of a record 
so that it may be accessed from more than one file or folder, great care should be taken to 

s will offer facilities for the maintenance 

These steps apply if agencies are using the TAR

to link whatever titling conventions were used in the past with the relevant 
function/activity.  

The steps relating to setting the review date, confirming whether the disposal trigger
occurred and confirming the disposal decision may take place simultaneously for old
legacy records. For example, a sentencer may look at an accounting record, match it to th
correct fina

therefore confirm that the re

As in best practice for paper based records, the users of electronic recordkeeping
need to be aware that electronic and digital records should not be kept longer that the 
official approved retention period unless re
digital records are to be classified appropriately and allocated and appropriate records 
disposal class from an approved Records Disposal Schedule. Guidance should be 
developed that will enable users consistently to identify records which merit disposal in 
accordance with established criteria, and to understand the mechanisms by which they can 
be allocated to the appropriate classification and records disposal class. 

The management of all records should be subject to established policies and procedures, 
and electronic and digital records are no exception to this; they should be captured, 
maintained, stored and protected according tho this discipline. They may only be disposed 
of in accordance with established procedures and after identified retention periods have 
been reached as recognised in the agency Records Management Program and approved 
Records Disposal Schedules. 

A record needs to be kept of the destruction o
taken place. In a well managed ele

destruction, including date and authorisation for the disposal actions and the disposal 
method. 

Deletion of a document from disk storage is not equivalent to destruction; potentially, the 
document is still retrievable unless a complete reformatting of the media has taken place
or enough tim

assurance of destruction (by low-level formatting, or destruction, of the physical media
rather than merely deletion of records. 

Agencies should also endeavour to ensure 

copies. 

In a recordkeeping system which allows pointers 

ensure that records marked for destruction are not still required within another context. 
While more sophisticated recordkeeping system
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of eferential integrity, much greater care willr  be needed in uncontrolled environments 
redictable. 

 

teps required to produce Records 
KS methodology. The DIRKS 

more than appraise records for 
escribed in this 

s such as access and security 
controls for records or the particular format in which some records should be made and 

s a 
 

nts to make and dispose of records. 

ing requirements; 

G. Implementation of a records system; and 

 out in 
line sets 

ful 

where the use of ‘shortcut’ facilities is unp

ADVANCED OPTIONS FOR APPRAISAL

As explained in the Introduction to this Guideline, the s
Disposal Schedules are only a portion of the DIR
methodology is a flexible tool that can be used to do 
creation or disposal purposes. Agencies may wish to use the steps d
Guideline to identify other recordkeeping requirement

managed.  

The DIRKS methodology 

The tool for undertaking appraisal is the DIRKS (Designing and Implementing 
Recordkeeping Systems) methodology.  

The DIRKS methodology is not concerned only with appraisal and records disposal. It i
methodology that assists agencies to design and implement comprehensive recordkeeping
systems that can satisfy all of their recordkeeping requirements, not just their 
requireme

The complete DIRKS methodology is an eight-step process: 

A. Preliminary investigation; 
B. Analysis of business activity; 
C. Identification of recordkeeping requirements; 
D. Assessment of existing systems; 
E. Identification of strategies for satisfying recordkeep
F. Design of a records system; 

H. Post-implementation review. 

The methodology is not designed to be linear. The steps may be carried out in different 
stages, and only parts of the methodology need to be completed in order to create specific 
recordkeeping products. Only the first three of these steps are required to be carried
order to appraise records and to produce Records Disposal Schedules. This Guide
out procedures that enable Territory agencies to appraise their records using these first 
three steps. 

Agencies are strongly encouraged to complete the entire DIRKS process over time in 
order to implement best-practice recordkeeping systems. The National Archives of 
Australia and State Records NSW have each produced manuals that guide agencies 
through the whole DIRKS methodology.  

Agencies will, however, need to use this Guideline in preference to the National Archives 
or State Records manuals in order to produce Records Disposal Schedules that comply 
with Territory Standards, Codes and Guidelines. 

Other steps in the DIRKS methodology can help agencies to create other products use
to their recordkeeping systems. These include: 
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 inventories of existing business systems; 
 reports on existing compliance levels; 
 design strategies for agency recordkeeping; 

ementation plans;  
 recordkeeping policies, procedures and standards; 

e reports on agency business systems. 

r recordkeeping requirements. Agencies will 

r 

e 

ramework within which they can design security 

e 
ve 

8 

 system business rules and specifications; 
 system impl

 training materials for records management; 
 document conversion and migration procedures; 
 documentation required for quality systems accreditation; and 
 performanc

Appraisal for Access and Security Requirements 

The Australian Standard on Records Management recommends that agencies use steps A, 
B and C of the DIRKS methodology to build an access and security Classification 
Scheme for their records. Assessing the access and security requirements for an agency 
involves the same steps as identifying othe
need to identify internal and external sources that impose access and security 
requirements on them, and relate these to the functions and activities described in thei
Business Classification Scheme. Agencies will then need to conduct a risk assessment to 
determine the consequences for them if the access and security requirements identified ar
not met.  

This will provide agencies with a f
arrangements for their recordkeeping systems. This information will also be useful in 
determining which types of records will remain sensitive after they reach 20 years of ag
and should not be released to the public under the Territory Records Act 2002. It will gi
an indication of which records should be included in an application for a Section 2
Declaration under the Territory Records Act 2002. 

Appraisal for Record Format Requirements 

There may also be recordkeeping requirements relating to the format in which agencies 
make and maintain their records. Where there is a mixture of paper and electronic 
recordkeeping systems, agencies may have a number of alternative formats in which they 
choose to manage their records. Steps A to C of the DIRKS methodology can help 
agencies to identify and comply with these types of recordkeeping requirements. 

Often business needs will dictate the format in which a record must be maintained. Field 
staff may require records to be available in a format that they can access outside the 
office. Records that require input from customers should be in a format that the customer 
can use and understand. The Analysis of Business Activity in Step B and Identification of 
Recordkeeping Requirements in Step C are likely to provide a broad range of sources that 
indicate the appropriate format for agency records. 

The Evidence Act 1971 and the Electronic Transactions Act 2001 have provisions that 
mean there is now less need to differentiate between paper and electronic record forms. 
There may still be, however, some legislation or precedent specific to agencies that 
requires records to be in paper form in order to have legal effect. 

Some business and legal recordkeeping requirements may also specify the layout or 
content that a record must include. Regulations under workers compensation legislation, 
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for example, specify the data fields that need to be incorporated into Insurers’ Workers 
Compensation Form, Register of Injury Form, and Early Injury Notification Form. 

Designing and Implementing Recordkeeping Systems using the entire DIRKS 
Methodology  

This Guideline does not give instructions for implementing Steps D to H of the DIRKS 
methodology. Agencies are referred to either State Records NSW or the National 
Archives of Australia DIRKS manuals for further advice on these steps in the 
methodology. 

This Guideline focuses on appraisal as a tool for determining records creation and 
disposal requirements. As a result, it does not discuss some aspects of the first three steps 
of DIRKS, which you will need to consider if you are continuing through to other steps in 
the methodology. If agencies wish to use the whole methodology to design and implement 
a recordkeeping system, or to audit existing systems, there are additional tasks they will 
need to undertake in the first three steps.  

During the Preliminary Investigation, agencies will need to examine their corporate 
culture and identify the factors affecting their current recordkeeping practices. These 
additional elements of Step A will help to identify agencies recordkeeping strengths and 
weaknesses when examining existing systems in Step D. This information will also help 
to determine the correct implementation strategies for agencies when implementing a new 
recordkeeping system in Step G.  

This Guideline has not placed a strong emphasis on transactional analysis, apart from 
pointing out its usefulness in understanding activities and developing disposal classes. 
During the Analysis of Business Activity, agencies will need to conduct detailed 
transactional analysis if they wish to use the research to design a new recordkeeping 
system for themselves in Step F. 

As discussed earlier in this section, there are many other types of recordkeeping 
requirements agencies may choose to examine in Step C. Requirements such as format 
and access will be particularly important if agencies are planning to use the rest of the 
DIRKS methodology to design a recordkeeping system or to audit existing systems. 
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DEFINITIONS 

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, 
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; 
 how long the records need to be kept to meet business needs; and 
 meet the requirements of organisational accountability and community expectations. 

Business Classification Scheme 

A hierarchical scheme for identifying and defining the functions, activities and 
transactions an agency performs in the conduct of its business, and the relationships 
between them. 

Metadata 
Data describing content, context and structure of records and their management through 
time. 

Outsourcing 

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

Principal Officer 

The Chief Executive of an administrative unit, or its equivalent in other types of agencies. 

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 created, received, and maintained as evidence and information by an 
organisation 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 in written, electronic or any other 
form. 
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Records of an Agency 

Records, in written, electronic 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 created or 
received by the agency. 

Records Disposal Schedule 

A document, approved by the Director of Territory Records, which sets out the types of 
records an agency should make and how long they must be kept. 

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 Program 

A document which complies with section 16 of the Territory Records Act 2002 by setting 
out the means by which an agency will manage its records, and is approved by the 
agency’s Principal Officer.  

Scope Note 

An explanation of terms used in describing the records and the context in which they were 
created and used. 

art 
ng a retention 

ion 

Sentencing 

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

Territory Archives 

Records that meet, or when appraised are likely to meet, any of the five preservat
criteria set out in Territory Records Office Standard for Records Management No.2 - 
Appraisal. 
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ATTACHMENT A: EXAMPLE OF A PRELIMINARY INVESTIGATION 

Name of agency: Territory Records Office 

Date of compilation: 30 September 2002 

Source number: 1

Source name:
Territory Records Act 2002 

Full title of Act. 

Reference number:
18 of 2002 

The Act’s reference number and the date of assent (eg 75 of 1988, Date of Assent 24 June 
1988). 

Source hyperlink:
http://www.legislation.act.gov.au/a/2002-18/default.asp  

URL to legislation online.  

Start date(s):
13 June 2002 – creation of Advisory Council and Director of Territory Records. 
1 July 2003 – sections relating to compliance with Records Management Programs 
1 July 2008 – sections relating to public access 

The date that the Act came into force. There is a provision within Acts for their 
commencement, usually at Section 2 (eg ‘This Act commences on the day fixed by the 
Minister by notice’, There may be special provision for specified parts of the Act to 
commence on different dates.

End date:
Not applicable 

Show the date the Act was repealed. 

Legislation that supersedes repealed legislation (where appropriate):
Not applicable 

Give title and date of repealing Act if source no longer current.  

Date legislation came into operation:
First Director of Territory Records appointed in November 2002.  

Give information on when the Act came into operation (if different from the start date) 
and any other specific details associated with its introduction and operation.  

Influence on the Establishment of the Agency:
Part 4 establishes the position of Director of Territory Records and makes 
arrangements for staff to be employed under the Public Sector Management Act. 

Include Division, Part and/or Section number(s) and include sufficient text to show how 
the source established the agency, if applicable. 

Functions of the Agency Specified by the Act: 
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Part 4 Establishes Director of Territory Records.  
Section 33 outlines the Director’s functions: 
a) to develop and approve Standards and Codes for records management by agencies; 
b) to assist in the development of an agency’s records management program and 

amendments to the program; 
c) to encourage consistency in records management programs between agencies; 
d) on behalf of the Territory or an agency, to recover possession or control of records 

that, for whatever reason, are not under the control of an agency; 
e) to give advice to agencies about the preparation of and to approve schedules for the 

disposal of records under records management programs; 
f) to examine the operation of the records management program of an agency and the 

agency’s compliance with this Act and the program and to report on the operation 
and compliance; 

g) to advise the Minister on any matter relevant to records management or the 
operation of this Act; 

h) to give assistance, advice and training to agencies in records management; 
i) to develop measures for the preservation of records about Aboriginal and Torres 

Strait Islander heritage; 
j) to encourage consistency between agencies in the preparation of indexes and other 

guides to assist in the awareness of and access to records; 
k) to encourage the development of appropriate records management training for 

agency staff; 
l) on behalf of the Territory or an agency, to enter into and manage arrangements with 

the National Archives of Australia or any other entity about records management; 
and 

m)  to assist in the development of facilities for access by the public to records 
Show the broad responsibilities the Act may establish for the agency.  

Responsibilities of other Parties:
Division 2.2 section 13 places obligations on Principal Officers of agencies to ensure 
that their agencies comply with the Act. Specifically they must: 
• ensure their agencies make and keep full and accurate records (section 14); 
• take the steps necessary to ensure that the information in the agency’s records 

continues to be accessible in accordance with the FOI Act and this Act (section 15); 
• ensure their agencies have an approved records management program and comply 

with it (section 16); 
• approve the agency’s records management program only if it complies with the Act 

(section 17); 
• allow the public to inspect the agency’s Records Management Program (section 

21); 
• ensure the safekeeping and proper preservation of the agency’s records (section 

22); 
• take measures to protect the agency’s records from damage, alteration or transfer 

(section 23); 
• ensure the agency takes reasonable steps to assist a person to make a request for 

access to records and comply with the request in a reasonable time (section 27); 
• ensure the agency gives access to the records (section 29); and 
• ensure the agency keeps a register of records exempted from public access under 

section 28 (section 30). 
Division 5.1 establishes the Territory Records Advisory Council. Its functions are to 
are to advise the Director of Territory Records about the development and review of 
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Standards and Codes for agency records management, the disposal of agency records 
and the preservation of agency records about Aboriginal and Torres Strait Islander 
heritage (section 42) 

Show any responsibilities the Act places on other agencies or stakeholders 

Responsibilities for Administration of the Act:
The Director of Territory Records: 
• may approve Records Disposal Schedules (section 17(1)(b) and 19(1)); 
• may certify in writing that noncompliance with the Act is necessary for the 

agency’s operational needs (section 17(2)); 
• may, in writing, approve Standards and Codes for agency records management; 
• must keep the approved Standards and Codes under review (section 20); and 
• on application by an agency may declare a record to be a record to which the 

disapplied provisions of the FOI Act apply and therefore is not available for public 
access (section 28). 

Apart from general responsibilities, legislation may require or empower agencies to 
perform specific tasks or actions that administer the Act or ensure that it is implemented. 
Include the Division, Part and/or Section number(s) and include sufficient text to show 
the responsibility the agency has for administering the Act.  

Other effects on the operation of the agency:
The legislation places requirements on all Territory agencies.  

Include Division, Part and/or Section number(s) and show how the legislation impacts on 
the operations of the agency. This section may only be required where the source does not 
place specific responsibilities on the agency, but has a more general impact, often on 
more than one agency.  

Business activity:
Recordkeeping regulation 

Identify the major business activity or activities that the legislation mandates (eg health 
services, education, training, compensation, rehabilitation, etc).  

Functions:
Section 16 suggests the following functions/activities: 
• Records Management Standard-Setting 
• Records Management Advice 
• Estrays Recovery 
• Records Disposal Approval 
• Records Management Inspections 
• Records Management Training 
Records Accessibility 
Access Management 

Using the information gathered about the business activity of your agency, make notes in 
this field on the scope of your agency’s functions and on possible terms for formal naming 
of these functions. This information will assist you in Step 2. 

Recordkeeping requirements:
Section 16(2)(f) allows the Director to report on agencies’ compliance with the Act and 
their Records Management Programs. Reports should be kept as records. 
Section 17(1)(b) the Director needs to notify the Principal Officer about the approval or 
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non-approval of Records Disposal Schedules. A record of the approval would need to 
be made. 
Section 17(2) requires any approval by the Director for an agency not to comply with 

 Standards or Codes. 
ndards or Codes to agencies 

ment before approving any Standards or Codes. 

ac tor would need to keep a record of this declaration. 

the Act to be in writing. 
Section 18(1) requires that the Director approve in writing any
Section 18(2) requires the Director to give copies of Sta
and give a reasonable time for com
This would require the Director to keep a record of which agencies Standards or Codes 
were sent to and when they were sent. 
Section 19(1) enables the Director to approve any Records Disposal Schedules in 
writing. 
Section 28(1) enables the Director to declare a record to be exempted from the public 

cess provisions. The Direc
Note any specific recordkeeping requirements identified in the legislation, together with 
the relevant provisions of the Act. This will assist you in Step 3. 

Notes:
The Territory Records Act 2002 places responsibilities on all Territory agencies and 
relates to a common administrative function. The Director of Territory Records has, 
however, special responsibilities under the Act that make the functions, identified 
through this legislation, core functions for the Director. 

The Act also creates two agencies or institutions – the Director of Territory Records 
and the Territory Records Advisory Council. 

Give details of any general information that will help you understand the agency. 
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ATTACHMENT B: EXAMPLE OF AN ANALYSIS OF BUSINESS ACTIVITY 

In the Territory Records Office, the agency’s goals are derived from the Territory Records 
Act 2002. Section 3 of the Territory Records Act 2002 states:  

The main purposes of this Act are: 

 to encourage open and accountable government by ensuring that Territory records are 
made, managed and, if appropriate, preserved in accessible form; 

 to preserve Territory records for the benefit of present and future generations; and 
 to ensure that public access to records is consistent with the principles of the Freedom 

of Information Act 1989. 

Because the same legislation also creates the position of the Director of Territory Records 
and makes provision for other staff, we can deduce that the goals of the Territory Records 
Office are to support the purposes of the Territory Records Act 2002 and take steps to 
enable the things mentioned in Section 3 to happen. 

Section 33 of the Territory Records Act 2002 lists ‘functions’ of the Director of Territory 
Records. Some of the things listed here include: 

 to develop and approve Standards or Codes for records management by agencies; 
 to give advice to agencies about the preparation of, and to approve, schedules for the 

 

 nt or the operation 

disposal of records under records management programs; 
to examine the operation of the records management program of an agency and the 
agency’s compliance with this Act and the program and to report on the operation and 
compliance; and 
to advise the Minister on any matter relevant to records manageme
of this Act. 

Although these things are called ‘functions’ in the legislation, in our hierarchy they are 
more correctly seen as strategies. They are methods or broad tactics for achieving the 
purposes of the Act. 

One of the functions that the Territory Records Office carries out to advance these 
strategies might be called Records Management Standard-Setting. Records Management 
Standard-Setting might be defined as: 

 the function of influencing or controlling the way in which Territory agencies manage 
their records by issuing rules and codes of practice and advising on their 
implementation.  

This is an amalgamation of some the strategies for which the Territory Records Act 2002 
gives the Director of Territory Records responsibility. We would also use sources such as 
annual reports, web sites and other public statements about the work of the Territory 
Records Office to help us to identify and define this function. 

In order to carry out the function of Records Management Standard-Setting, there are a 
number of activities that the Territory Records Office carries out. These may include: 

 producing recordkeeping Guidelines; 
 developing policy; 
 monitoring agency recordkeeping arrangements; 
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 reporting on compliance; and 
 approving Records Disposal Schedules. 

Each of these activities will be carried out by completing a series of transactions. The 
flow of transactions for the Policy activity might look like this: 

Research → Drafting → Consultation → Amendment → Approval → Issue → Review 

The Business Classification Scheme for this function brings all of these elements 
together: 

Function: Function: Function:  Records Standard- Estrays Management Setting Recovery Advice 

Activity: Activity: Activity: 
Policy Standards Monitoring 

Transactions: 
Review Research 

 
Issue Drafting  

Consultation Approval 
 

Amendment 
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ATTACHMENT C: TEMPLATE FOR RECORDS DISPOSAL SCHEDULES 

Preliminary Pages 

 Title Page 
 Table of Contents 
 Introduction 
 Authorisation 
 Purpose and Scope 

‣ Purpose 
‣ Coverage 

 functions covered 
 exclusions if any 

 Outline of methodology 
 Advice on using the Schedules for sentencing 
 Normal Administrative Practice 
 Business Classification Scheme 
 Glossary 

For each function and activity 

NAME OF FUNCTION 

Scope note for function (including dates) 

Name of Activity 

Scope note for activity (including dates) 
 
Entry No Transactions or Description of Records Disposal Action 
Sequential Succinct description of records created by Specific direction about 
number transactions sufficient to identify records disposal action 
(for ease falling into each disposal class (eg ‘Destroy 5 years after 
of action completed’ or 
reference) ‘Retain as Territory 

Archives’) 
 [Reference to Broader/Narrower Terms as  

required]  
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