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TERRITORY RECORDS ADVISORY COUNCIL 
 

MINUTES 
 

MEETING 12.30pm 13 June 2003 
No.2 2002/03 

 
LEVEL 2 Macarthur House, Lyneham 

 
 
 

 
Present: George Nichols (Chair), Judith Baskin, Meredith Whitten, Jill Downer, Sigrid 

McCausland, David Wardle (Director), Rohan Clark (Secretariat) 
 
Apologies: Veronica Pumpa, Lawrence Gilbert 
 
The meeting opened at 12:35. 

1. Welcome and introduction 

Mr Nichols welcomed members to the final meeting of the Council for the reporting year 2002-03.  
Mr Nichols noted two significant events that had occurred out of session since the last meeting.  
First, Council members met the Minister for Urban Services, Mr Bill Wood MLA, on 20 May 
2003.  Secondly, the Minister launched the Standards and Guidelines for Records Management in 
the ACT Government, the Territory Administrative Records Disposal Schedule, TARDiS, and, for 
internal Government use, the Territory Version of Keyword AAA thesaurus.  Mr Nichols noted 
that a large crowd was in attendance for the event, which was held as part of Australian Records 
Management week. 

2. Minutes 

Mr Nichols noted that the minutes should become publicly available as a record of the Council’s 
activities, and asked members to indicate during a meeting where they would like a comment to be 
minuted. 
 
The Council resolved to accept the minutes as a true and accurate record of the first meeting of the 
Council held on 29 April 2003.  (Resolution No.1 of 2-2002/03) 

3. Preliminary matters 

Mr Nichols raised the possibility of alternative venues if members were finding parking difficult.  
Members reached a consensus that Macarthur House was an acceptable venue. 
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Mr Nichols noted that papers had been distributed very late for this meeting, and it was agreed that 
normal practice should see the distribution of papers at least a week before a meeting.  Mr Wardle 
explained that papers could be distributed in whatever form suited individual members, either 
electronic or printed.  In either case, paper copies would be available for members at meetings.  
Members were to advise Mr Wardle of their preferred arrangements.   
 
Mr Nichols observed that papers relating to the remaining items of this meeting were first drafts 
only, and suggested that generally papers would be refined further by the Territory Records Office 
prior to distribution.  Finally, Mr Nichols requested that papers be distributed with an 
accompanying note providing members with background information, including at least the 
following matters: 
 

• An indication of the urgency with which the paper needs to be dealt with; 
• The agency from which the paper emanated; 
• The extent of consultation that had gone into the paper’s preparation; 
• Whether the paper had been prepared by a consultant; and 
• Other useful information. 

 
The Council considered processes for providing the views of Council members.  It was decided that 
minor editorial comments should be passed directly to Mr Wardle, out-of-session where this was 
convenient.  Members should bring issues of strategic significance to meetings of the Council.   
 
It was recognised that there were occasions where it would be valuable to hear the views of an 
agency and to provide feedback to an agency, such as in the case of more complex disposal 
schedules for example.  Members considered that these matters would generally not be appropriate 
to raise with the entire Council.  Members voiced their willingness to meet agency representatives 
on a voluntary basis outside of Council meetings; any members interested would request that such a 
meeting be arranged by the Territory Records Office. 

4. Territory Version of Keyword AAA (TVKAAA) 

Mr Wardle explained that because of contractual arrangements with NSW, which prevented 
publication of Keyword AAA, TVKAAA could not be mandated as a code under the Territory 
Records Act 2002.  The Standards, Guidelines and Territory Administrative Records Disposal 
Schedule (TARDiS) would be Notifiable Instruments.  Through the Director’s required approval of 
disposal schedules, these would be required to match TVKAAA. 
 
The Council noted the new arrangements.  

5. Guideline 3 – Records Description and Control 

Mr Wardle noted that agencies were awaiting this Guideline in particular because of its nature as a 
“how to” manual. 
 
The Council discussed Guideline 3 and agreed to provide comments to Mr Wardle.  The Guideline 
would be considered further at the Council’s next meeting. 
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6. Guideline 4 – Access 

Mr Wardle noted that this Guideline was not immediately required in that access provisions of the 
Act do not commence until 1 July 2007.  He expressed his view of the importance of this Guideline 
because of the community’s interest in access to Government records. 
 
After discussion, the Council requested Mr Wardle to raise with members of the Records 
Management Forum (the meeting of agency officers responsible for Records Management 
Programs) the question of opening records prior to 2007 using provisions of the Freedom of 
Information (FOI) Act.  Mr Wardle agreed to report to the next meeting on agencies’ views of 
opening as many records as possible prior to 2007. 

7. Guideline 5 – Outsourced Government Business 

Mr Wardle explained that this Guideline could be seen as largely procedural, seeking to ensure that 
agencies did not outsource their responsibility for recordkeeping. 
 
The Council agreed to consider this matter further at the next meeting. 

8. Disposal Schedule – Student Management Records 

Mr Wardle explained that, in advancing this Disposal Schedule, the responsible manager at the 
University of Canberra recognised the usefulness of having a single Disposal Schedule across 
Government for this function.  Members recognised the desirability, and the added complexity, of 
creating across-Government Disposal Schedules where possible.  For example, Ms Baskin raised 
the issue of different legal requirements applying at different ages and therefore at different 
educational levels.  In this light, Mr Nichols noted that further consideration would be required at a 
later meeting. 
 
The Council was keen to ensure that appropriate consultation had been undertaken in the 
development of Disposal Schedules, and suggested the development of a checklist template that 
would ensure wide discussion and appropriate checks.  Ms Whitten pointed out that it would 
become part of the education process.  Mr Wardle said he would take the matter on notice for the 
next meeting. 
 
There was discussion of the meanings of “graduation” and “community relations” and “award”.  
Mr Wardle agreed to return to Council after further consideration of this matter. 
 
Council members discussed the need to cross-reference with TARDiS, including the provision of 
numerical references to TARDiS. 
 
Ms Baskin raised the matter of the use of such a Disposal Schedule by non-Government agencies, 
such as non-Government schools.  Mr Wardle said that he would be happy to make the Disposal 
Schedule available, but it would not be mandated. 

9. Disposal Schedule – Ombudsman’s Functions 

The Council agreed to consider this item at the next meeting. 

g:\infoplanserv\archives\territory records advisory council\trac meeting minutes\minutes of territory records advisory council no.2-2002-03.doc 



4 

g:\infoplanserv\archives\territory records advisory council\trac meeting minutes\minutes of territory records advisory council no.2-2002-03.doc 

10. Date of next meeting 

Next meeting – Friday 22 August 2003. 
October meeting – nominally scheduled for Friday 31 October 2003 
 
The meeting closed at 1401. 
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