
Territory Records Advisory Council Minutes 

MEETING No.1 of 2014/15 
12:00-2:00pm 26 February 2015 

 

Policy Boardroom, Level 4, Nara House 
Cnr Constitution Ave and London Circuit, Civic 

Present 

TRAC:  Anne Buttsworth (Chair), Michael Piggott (Deputy Chair), Nick Swain, Dani Wickman 
(Director), Jill Divorty.  

Meeting opened: 12:05pm.  Amanda Harris arrived at 12.25pm.  

Jill Divorty departed from meeting at 12.45pm. 

Welcome 

The Chair welcomed everyone to the meeting.   Ms Buttsworth advised that there are two 
Member of Council vacancies and the Director is actively seeking to fill these.  The Director 
advised that hopefully Members would be appointed by May 2015.  

Mr Piggott noted the recognition that the Chair, Anne Buttsworth, received during the Australia 
Day Honours List for 2015.  Ms Buttsworth has been made a member of the Order of Australia 
for significant service to women through history preservation roles, to the advancement of 
archival research, and to the community of the ACT.  Council congratulated the Chair on her 
award. 

Agenda Item 1 – Agenda and Apologies  

The Chair advised that matters relating to Section 28 Declarations would be discussed as an 
agenda item after Item 3.   

There were two apologies:  Chris Aulich and Roslyn Brown. 

Agenda Item 2 – Minutes of previous meetings and business arising 

The minutes were accepted. 

Business arising: Nil. 

Resolution Number 1 of Meeting No.3 2014-15:  Council approved the Minutes of Meeting 
No.2 2014/15. 

Business Arising:  The Chair addressed the Actions relating to Council’s meeting of 26 
November 2014.  They are as follows: 

• A meeting was held to discuss and organise matters relating to the Canberra Day 
Records Release (discussed further under item 17 of the agenda). 

• In relation to Item 10 of the previous meeting, the Director provided Council Members 



with the link relating to the Section 28 register available online.  
• In relation to Item 12 of the previous meeting, all Council Members have now been 

included in the Archives ACT email alert service. 
• As requested at the previous meeting, Council meetings are now scheduled to be held 

on Thursdays. 

Agenda Item 3 - Director’s Update (no papers) 

The Director advised that the significant issue continues to be the One ACTPS Digital Records 
Capability Project business case as part of the Budget process.  The Director commended Mark 
Semmler’s efforts in this area and noted that the model proposed for the Project provided a 
good basis for future development and addressed all of the issues that had been raised during 
the feasibility study. Jill Divorty informed members that there had been another budget bid for 
the digitisation of permanent records from another Directorate and commented that greater 
coordination of the various records projects across government would be beneficial. The 
Director noted that regardless of the Government’s decision on the proposed business case, 
significant ground work has been done which is useful in guiding future efforts in achieving the 
aims of the One ACTPS Digital Records Capability Project. 

The Director advised that in developing the business case for the Project other matters were 
identified as priorities to support the business case, and the TRO has begun work on some of 
these tasks. They include work on standardisation of the metadata in TRIM and a review of the 
TRO’s records management standards and guidelines.  She noted that Council has a specific role 
in advising on the TRO’s standards. The standards will be reviewed using a series of focus group 
meetings with records managers and other stakeholders. 

The TRO is also seeking quotes from consultants to begin a review of the common 
administrative functions thesaurus which currently covers 16 administrative functions. Staff 
across the ACTPS have found the thesaurus difficult to use. The Director noted that a move to 
digital recordkeeping would rely on user acceptance of systems such as the thesaurus and the 
proposed project aimed to make it less intimidating for staff when making choices regarding file 
titling and other interactions with the system. 

The Director advised that Elizabeth Estbergs has retired from her role as the inaugural ACT 
Government Reference Archivist.  The Director advised that in the short term Ms Lynda Weller 
has been transferred to the position. Ms Weller’s substantive position has been advertised for 
temporary filling.  Ms Weller is currently working on the TRO’s key contribution to the 
Centenary of the World War 1, a website on soldier settlement in the ACT. Substantive research 
was done on this subject by Michael Hall and the project provides a story about the soldier 
settlers and the land they settled in the ACT.  The project is to be launched as part of Heritage 
Week at 11am, Monday 13 April at the ACT Memorial in Civic. The Director advised that the 
TRO is partnering with the Heritage Library for the launch and Digital Canberra will be 
responsible for all the technology for the event. 

Section 28: 

The Director advised that the TRO has not had any new applications for section 28 declarations 
since the last meeting.  A Section 28 declaration has been sought for some of the records 
relating to the Eastman Inquiry. The TRO and the Justice and Community Safety Directorate 
agree on which records should be exempted from public access. The process of describing the 
exemption so that it is clear which records can and cannot be released to the public has been 



difficult because the records involved are disparate and not easily described as a group. The 
reasons for the exemption include personal privacy, law enforcement and matters which would 
be a contempt of a court if released. 

Agenda Item 4 – Records Disposal Schedule – Advocacy Services 

The Director advised that this is a new disposal schedule.  The Chair advised that she would 
provide the Director out of session with some minor comments and suggested amendments to 
the Schedule. 

Mr Swain noted that there were a wide variety of different retention periods in the schedule. 
He acknowledged that there would be different legal timeframes for different types of records, 
but wondered if it might be possible to ‘round up’ some of the periods, such as 2, 3 or 4 years, 
to reduce the complexity of the document. He would have hoped for some standardisation 
where possible. 

The Chair noted that the wording of the activity ‘arrangements’ did not fit well with the details 
of the types of records described for the disposal class under the activity. The Director 
explained that this is because the activity is a generic one that is used across many functions, 
and would need to be addressed as part of a broader review. 

Mr Swain raised the issue of determining what might be a ‘significant’ case under the activity of 
appeals. Members discussed the problem of defining significance, and the Director noted that 
this is a common problem across many archives institutions. 

The Chair suggested that retention for two years of applications for reviews of decisions that 
were not proceeded with (page 56, entry No.020.094.003) might not be sufficient time. 

Agenda Item 5 – Records Disposal Schedule – Student Management 

The Director advised that there is significant history relating to this schedule which is being 
submitted to Council for first consideration.  A full review of a range of student-related 
functions has resulted in the merging of four existing schedules to create the new Student 
Management Schedule. This includes combing the previously separate disposal schedules for 
school and tertiary students. 

The Chair noted that it would be useful for Council to have more information about any 
significant changes  to disposal decisions for the records, beyond the simple combination of 
existing classes from the old schedules. Members also asked for more information about which 
old schedules were covered by the new function, as “Accommodation Services” was not noted 
in the covering page for the new draft schedule. 

Action:  The Director is to advise Council Members with a map/statement on what the major 
changes are in creating this new schedule. 

Agenda Item 6 – Records Disposal Schedule – Training and Tertiary Education 

The Director advised that this schedule is a result of the broader review of education-related 
records. 

Ms Harris raised the issue of joint ventures and whether they required special consideration in 



the event they are sold in future. Members discussed the issue and agreed that any sale of a 
joint venture operation would be addressed as a custody and ownership issue to determine 
which records should remain with the private partner. 

Agenda Item 7 – Records Disposal Schedule – ACTAB Ltd 

The Director advised that this schedule has been submitted for Council’s second consideration.  
The purpose of this Records Disposal Schedule is to provide for the authorised transfer of 
records created or maintained by ACTTAB Ltd.  The Director also tabled an amendment to the 
class relating to personnel records which had not been included in the meeting papers. 

Ms Harris suggested that original personnel files should not be provided to the new owner and 
that only copies should be provided, as the Territory may still have obligations to staff who 
were transferring to the new agency. 

Action:  The Director to clarify the treatment of originals and copies of personnel files. 

Agenda Item 8 – Records Disposal Schedule - Personnel 

The Director advised that this schedule has been submitted for Council’s second consideration.  
The Schedule had been changed primarily to introduce a new class that would allow the Human 
Resources help desk to destroy recordings of telephone calls which had been made for training 
purposes. 

Council were overall satisfied with the second draft.  However, Mr Swain returned to his 
concerns regarding the entry for counselling (page 28, Entry No.012.029.002) and asked that 
the ‘see reference’ be changes to “for counselling of a psychological nature…” rather than using 
the word “psychiatric”. 

Members raised a number of issues regarding wording of specific classes and activities, 
including the phrase “frivolous or vexatious” (page 29), and potential duplication between 
classes under Employment Conditions (pages 30 to 32). Members also noted their previous 
discussion that the coverage of personnel who are not employees or volunteers needs to be 
clarified. 

The Director noted that the current changes to the schedule were minor ones to assist with the 
new help desk records, and that Council’s concerns about wording would be addressed in any 
more substantial review of the schedule. 

Agenda Item 9 – Records Disposal Schedule – Road and Rail Management 

As previously advised by the Director this disposal schedule was amended to incorporate 
records relating to light rail.  Council agreed to the schedule on the basis that all typographical 
errors and the like had been attended to. 

Agenda Item 10 – Records Disposal Schedule – Traffic and Transport 

As previously advised by the Director this disposal schedule was amended in anticipation of the 
establishment of the Capital Metro Agency.  Apart from minor editorial issues Council had no 
further comments. 



Agenda Item 11 – Records Disposal Schedule – Technology and Telecommunications 

The Director advised that this schedule has been submitted for Council’s second consideration.  
The Director advised that this disposal schedule was created as a gap in disposal coverage was 
highlighted by a recent reappraisal of Election ACT records.  A new class was needed to allow 
the permanent retention of records relating to the development of significant ICT systems such 
as electronic voting systems. 

Members had no further comment on the schedule. 

Agenda Item 12 – Records Advice 71 – Social media and recordkeeping requirements 

The Director said that a consultation with agencies last year indicated most Directorates did not 
require  additional advice and tools relating to their records management practices, but they 
identified social media record keeping requirements as an area where they were seeking more 
advice.  Mark Semmler drafted the tabled Records Advices 71-75 in response to that request.  
These Advices have also been submitted to the Records and Information and Community of 
Practice for comment, as well as to TRAC for consideration. 

Mr Swain asked whether there was an opportunity to group all of the Advices together in one 
summarised document.  The Director noted that the Records Advice format was intended to 
keep the advice simple and short so that it was not too daunting for the average user. 

Ms Harris said she considered the Advices very useful and would be repurposing them.  The 
Chair also considered, in particular, Records Advice 74 as useful and informative. 

Mr Piggott asked about the choice of some words and whether the drafters had made a 
conscious decision about some terminology, such as the word “generally” in the sentence 
“Generally, if the information generated through social media channels is used or needed by a 
Directorate to help perform, improve or report on its operations then… that information will 
need to be managed as Territory records.” In this example the drafting leaves open the 
possibility that some of the information described may not be a territory record. The Director 
suggested that in most cases the choices of wording had been carefully considered, but that the 
TRO would do a careful re-read of the draft with these considerations in mind.  

Agenda Item 13 – Records Advice 72 – Social media recordkeeping strategies 

Noted by Council. 

Agenda Item 14 – Records Advice 73 – Social media recordkeeping approaches 

Noted by Council. 

Agenda Item 15 – Records Advice 74 – Social media recordkeeping scenarios 

Noted by Council. 

Agenda Item 16 – Records Advice 75 – Instant messaging and recordkeeping requirements 



Noted by Council. 

Agenda Item 17 – Canberra Day Records Release 

The Chair advised that she and her Council colleagues had a meeting to discuss the records 
release for Canberra Day.  It was agreed that the records release should be used to establish, in 
cooperation with the University of Canberra, an annual public lecture using ACT Government 
archives. 

The TRO believes that styling the event as the Chief Minister’s Governance Lecture could bring 
sufficient prestige to encourage University of Canberra staff and other eminent researchers to 
participate.  The Chair advised that a brief has been submitted to the Chief Minister seeking his 
approval to allow negotiations with the University of Canberra to begin soon after the annual 
release of ACT Government archival records on Canberra Day. 

Agenda Item 18 – Report on ArchivesACT 

The Chair said that the Report was well written and informative.  Council noted the report. 

Agenda Item 19 – Report on Agency Records Management 

Council members noted Territory Records Office Activities. 

The Director advised that she would be attending the Council of Australasian Archives and 
Records Authorities meeting on 13 March 2015. 

Other Business –  

Nil. 

Next meeting: 

The Director advised that the next meeting is scheduled for Thursday, 21 May 2015 at 12pm.   

Meeting closed: 2.10pm. 

Minutes confirmed on:  21/05/2015.  Signed: Anne Buttsworth (Chair). 
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