
   

TERRITORY RECORDS ADVISORY COUNCIL MINUTES 

MEETING No.1 of 2016/2017 

18 August 2016 

TAYLOR ROOM 

LEVEL 4, NARA HOUSE, 1 CONSTITUTION AVENUE, CIVIC. 

Present 

TRAC: Anne Buttsworth (Chair), Dani Wickman (TRO Director), Michael Piggott, Nick Swain, 
Chris Aulich, David Brumby. 

Visitors: Kerry Lever- Effective People (scribe),  

Meeting opened: 12.03 
 

Agenda item 1 - Welcome and apologies 
The Chair welcomed members of the Territory Records Advisory Council (TRAC) to the 
meeting. There were no changes to the agenda. 

The chair congratulated David Brumby on being a part of the ANU project which recently 
received The National Archives Award for Digital Excellence. The project was a workflow 
integration system called Intelledox that eliminated paper and provides excellent records 
management of travel approvals and other human resource processes.  

Apologies were received from Amanda Harris, Geoffrey Rutledge and Roslyn Brown. 

 

Agenda item 2 - Minutes of previous meetings and business arising 
Minutes were accepted. 

The only issue arising was of a typo, the repeat of the word “that” in agenda item 3 under the 
heading Review of Whole of Government functions thesaurus.  
  

Agenda item 3 – Director’s update  

The Director advised the Council that the TRO’s Business Plan for the current financial year had 
been finalised. There are three key projects/priorities that will be pursued during the year. 

1. Implementation of International Council of Archives Access to Memory (ICA-AtoM) 
open source archive management software is a high priority. This would allow TRO to 
have a publicly searchable database of information about archives. TRO have committed 
to having a shared database with the ACT Heritage Library. The Heritage Library will 
use the system to replace their images database and while they do that TRO will look at 
establishing what its descriptive processes are and determine its priorities for entering 
data into the system.  

2. Changing the way the TRO interacts with agencies. The TRO wants to take a more 
strategic, advisory approach rather than primarily responding to questions from record 
managers. The TRO will go out to agencies and look at processes in their recordkeeping, 
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complete a detailed analysis of how agencies are performing and make suggestions to 
improve their practices. The idea is to use the power TRO has to inspect and report on 
recordkeeping practices, but it is not intended to be an imposition on agencies, and the 
TRO will cooperate with them to achieve the best practices. Preparatory work needs to be 
completed to articulate an appropriate methodology and priorities for which aspects of 
the recordkeeping practices might be examined, which agencies are priorities and the 
processes that will be used. This work will be important in raising the TRO’s profile and 
moving the Office from a helpdesk role to a greater advisory role to help agencies get the 
most out of their recordkeeping. 

3. Creative Commons licensing for the ACT Government. The TRO currently has partial 
responsibility for copyright licensing. It is likely that greater responsibility for this 
function will be transferred to TRO. This will allow the TRO to provide greater 
leadership to the ACT Government in this area, and the staff will begin work to provide 
the ACT Public Service with guidance on how to use Creative Commons. While the 
Chief Digital Officer has endorsed a policy of using Creative Commons for the ACTPS, 
currently there is no guidance for agencies on how to apply these licenses to their 
materials.  

These are the key items but the Plan covers other projects currently underway and their 
progress, including the Digital Records Project. 

 

The Director also informed Council of the reissue of the disposal freeze on superannuation 
records. The disposal freeze arises from the Cornwall case in the High Court, where a former 
public servant successfully argued that she had received incorrect advice about joining a 
particular superannuation scheme. A disposal freeze has been in place for some time for records 
of Commonwealth Government public servants who might now be with the ACT Government, 
and the Commonwealth Government has asked that it be extended.  

The Director noted that a similar mechanism was used for records that may be required by the 
Royal Commission into Institutional Responses to Child Sexual Abuse. 

Action: The Council asked for the Business Plan to be placed on the next meeting’s agenda 
to allow further discussion. 

 

Agenda Item 4 – Section 28 declarations (no papers) 
There have been no Section 28 declarations. 

Records Disposal Schedules-common functions 
The Director noted that the project to review the common function disposal schedules was 
discussed at the last meeting and arises from a decision to reduce the number of disposal classes 
that agencies need to deal with. Drafts were sent to records managers and some staff visits were 
made in key areas to ensure there was agreement across the board. The Director was pleased to 
say that there was now strong agreement among ACT records managers. 

Agenda Item 5 - Records Disposal Schedule – Finance & Treasury Management.  

Mr Swain made the general comment that the new draft was good, having a much smaller 
number of retention periods and classes than before.  

Prof Aulich asked if the wording on page 17 regarding records that “support government 
priorities, policies and economic reforms” might allow records that do not support a particular 
reform to be destroyed. The Director suggested that using “or” rather than “and” might remove 
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any confusion.  
Mr Piggott noted that for the class on page 19, the last action for a ledger, book or register may 
be many years after the record is first created as entries may continue to be made for many years. 
The Director indicated that agencies were encouraged to use good record keeping practices by 
starting new ledgers, books or registers each year to avoid prolonged last action issues. However 
if the ledger is used for 100 years then it must be kept for 107 years. Electronic ledgers can be 
added to indefinitely and these issues need to be considered when managing them. 

The Director indicated that the definition of last action discussed at the previous meeting has 
been removed from the draft schedules for now until a final definition can be determined. Some 
members noted that the definition was still included in the draft schedules for the common 
functions. The Director indicated that TRO would rectify this.  

TRAC members questioned if there was a mechanism to notify people who are the subject of 
files that the 7-year period after the last action is approaching and files are about to be destroyed. 
The Director advised that the disposal decisions take this risk into account and the period is set to 
avoid the likelihood of records being subject to litigation when their destruction is due. Agencies 
can elect to retain records for longer than the period in a disposal schedule, and there is a general 
prohibition on the destruction of records that are subject to legal proceedings. This is noted in the 
introduction to each disposal schedule. TRAC members suggested that some further adjustments 
to the wording might be appropriate to make the message regarding records retention and legal 
action clearer. 

Mr Brumby asked if there were checklists, training and resource materials available for records 
managers before they destroy records. The Director assured the Council that checklists and 
training material are available and are currently being reviewed. 

Mr Swain noted that the repetition of the scope note for each activity at the top of each relevant 
page made some of the entries very long, and asked if this repetition was necessary. The Director 
noted that each disposal class is intended to be read in the light of the scope note and this is 
repeated on each page to provide context for the disposal class entries.  
Prof Aulich referred to page 29 and the statement relating to holding material on “work 
performance or services relating to finance and treasury management” for 7 years after last 
action. He wondered if this retention period would also apply to records about work performance 
in relation to infrastructure and long-term asset provision. The Director noted that disposal 
classes take their context from the function they relate to, so that records relating to work 
performance in infrastructure development may be retained for a different period to those in 
treasury and financial management.  

Action:  
1. TRO to remove the last action definition from the draft schedules pending its 

finalisation. 
2. TRO to have a final look at the wording regarding risk of legal action at the 

beginning of the schedules in the generic statement and make the message clearer 
and stronger. 

Agenda Item 6 - Records Disposal Schedule – Government & Stakeholder Relations 

Mr Swain observed that although the aim of the process had been to simplify the schedules there 
were still a number of very similar retention periods in this schedule. The Director acknowledged 
this, and noted that the TRO was attempting to strike a balance between making the schedules 
simple and not keeping records for longer than necessary.  

Mr Swain suggested that “stakeholders” might need to be defined. The Director indicated TRO 
would look at the definition but the function scope is intended to provide context for all of the 
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classes in the Schedule. 

Members noted the treatment of Cabinet papers on page 29 and felt that the action needed 
clarification. The Director noted that this action would refer to copies of Cabinet papers on 
agency files and not the core set of Cabinet papers. She undertook to clarify for members the 
treatment of official Cabinet papers. 

Action: TRO to follow up on retention of Cabinet papers 
 

Agenda Item 7 - Records Disposal Schedule – Human Resources 

Mr Swain questioned the extent to which contractors were included under this schedule and 
whether it covered, for example, senior managers who are under employment contracts. The 
Director assured members that senior managers under employment contracts would be regarded 
as staff. 

Prof Aulich noted that there is potential for overlap between records about advice and 
counselling given to staff, covered on page 21 and records relating to compensation cases 
covered on page 25. The Director noted that a “see-reference” could be added to refer users 
between the two classes. 

Ms Buttsworth noted that on page 27 “agency wide occupational health and safety plans and 
asbestos management plans” are to be destroyed 7 years after last action. She wondered if this 
was an adequate period to retain records of asbestos management plans. 

Mr Piggott noted the complex disposal triggers for ‘Records documenting security checks’ and 
wondered if these could be further simplified 

Action:  
1. TRO to add a See-Reference between the counselling and advice class on page 21 

and the compensation class on page 25 
2. TRO to consider retention period for asbestos management plans 
3. TRO to consider disposal triggers for records of security vetting checks 

Agenda Item 8. – Records Disposal Schedule – Information & Communications Technology 

Mr Piggott asked why the activity of Donations appeared in this schedule and also in some 
others such as Property Equipment & Fleet. The Director noted that this was to cover donations 
of various types of materials such as software, vehicles or other items. 

 

Agenda Item 9 – Records Disposal Schedule – Property Equipment & Fleet 

Prof Aulich noted that in some circumstances CCTV recordings may need to be retained for 
longer than 30 days. The Director noted that if recordings have been requested for an incident or 
legal proceedings they come under a different class and would be retained longer.  

Mr Piggott suggested that the wording be changed from CCTV to video and audio surveillance 
recording, as CCTV is a very specific and a narrow term. 

Action: TRO to consider change to reference to CCTV.  

Agenda Item 10 – Records Disposal Schedule – Solicitor & Legal Services 

Members found the “or” on page 15 in the middle of the list of dot points confusing and 
considered it could be removed. 
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Action: TRO to consider removing the “or” in the list of records on page 15. 

Agenda Item 11 – Records Disposal Schedule – Records & Information Management 

TRAC members noted some typographical errors in the document. 

Mr Piggott asked if this Council’s records fell under this schedule. The Director confirmed this 
and will advise members on which class would be applicable in the new schedule. 

Mr Piggott also asked if any record would be retained of a record’s existence when lists of 
records to be destroyed are themselves destroyed under a class on page 23. The Director noted 
that the usual practice is to annotate the master control records of an agency, such as a file 
register or electronic records database, and that these records are retained as Territory archives 
under the activity of Operation and Control on page 44.  

Action: Director to advise members of classes applicable to the Council’s records. 

Agenda Item 13 – Records Disposal Schedule – Strategy & Governance 

Mr Swain noted there was lots of inconsistency in the treatment of records relating to health and 
safety in different schedules and wondered if there should be more commonality in retention 
periods. The Director noted that retention periods were largely unchanged from the previous 
schedules, except to make them longer in some cases, and those earlier decisions were made in 
the context of the functions they relate to.  

Ms Buttsworth asked about the classes relating to risk management activities and in particular 
the difference between class 006 and classes 001 and 002.  

Members also had a number of questions about how people using the document might navigate 
between the various classes. For example, a staff member who finds a reference to health and 
safety assessments in one class may not look further for other types of safety assessments. They 
wondered what checks are done to ensure that sentencing is done correctly. The Director noted 
that there was an intention for the TRO to be more active in checking agency recordkeeping 
performance. It is not possible for a disposal schedule alone to manage the way agencies 
sentence their records, and agencies are expected to provide proper training, recruit appropriately 
skilled staff and have other mechanisms in place to make sure records are correctly sentenced.  

Action: TRO to review risk management classes 001, 002 and 005 
 

The Chairperson complimented the director and her team on all the hard work. 

The Director indicated the feedback would be taken back and considered. The TRO would then 
determine the best time to implement the new schedules, taking into account issues such as the 
rollout of the digital records project.  

Records Disposal Schedules – first consideration 

Agenda item 13-. Records Disposal Schedule – Government Insurance Services 

The Director apologised that this paper was not in the hardcopy packs but was distributed at the 
meeting. 

The Director indicated this schedule arises from the review of the common functions and fills the 
gap for the agency when the function of Compensation was removed. Any concerns will be 
taken back to the team for follow up. 

Mr Piggott asked if any lessons had been learned from the 2003 bushfires that might be relevant 
to the retention of insurance records.  

Action: Director to discuss investigate implications of 2003 bushfires for retention of 
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insurance records 

Records Disposal Schedules – second consideration 
Mr Piggott pointed out that the draft schedules still have a definition of last action. 

The Director indicated that the matter hadn’t been resolved and the definition would be removed 
before the schedules are finalised. 

Action: TRO to remove definition of last action in following schedules 

Agenda item 14- Records Disposal Schedule – Child & Youth Protection Services Records 

No comments. 

Agenda item 15- Records Disposal Schedule – Legislative Drafting Services Records 

No comments 

Agenda item 16- Records Disposal Schedule – Legislative Publishing Services Records 

No comments 

Agenda item 17- Records Disposal Schedule – Student Management Records 
 
The Director noted that members had asked for clarification of disposal actions relating to date 
of birth and last action on page 60 and that these had been corrected. 
 
Prof Aulich asked if key changes could be highlighted in some way when they are returned to 
TRAC.  
 
Mr Piggott asked if the reference on page 35 to ‘the person’ needed clarification. The Director 
confirmed ‘the person’ referred to the student, as it should be read in the context of student 
management. 
 

Territory Records Office Updates for Council information 

Agenda item 18- Records of Children in Out of Home Care 
 
The Chair explained this paper arose because of concerns Ms Harris had raised regarding the 
management of records of children in out of home care, particularly in light of the changes 
taking place in the ACT’s arrangements. 
 
The Director reported that she was confident that records issues haven’t been forgotten, and the 
TRO has been involved with and talking to Community Services Directorate (CSD) about their 
new database (CHYPS-Children and Young People System) and access to it by external sources. 
CSD are very aware they need to get the records management and the new strategy right. The 
paper has provided the opportunity to further connect with CSD on recordkeeping issues with 
regard to vulnerable people, and the Director will continue to talk with the Directorate, 
particularly with regard to the findings of the Royal Commission into Institutional Responses to 
Child Sexual Abuse.  
 
Agenda item 19- Digital Recordkeeping Pilot Project 

The Director gave an update on the Project. Currently there are 186 users and the feedback has 
all been good. The Project team is now addressing some of the difficult issues such as 
articulating the ongoing governance model before handing the system over for business as usual 
operation. A key issue to be resolved will be the funding model for the new service.  
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Agenda item 20- Report on ArchivesACT 

The Chair on behalf of the TRAC members congratulated the Director and TRO staff on the 
Chief Minister’s Governance Lecture. 
 
The Director said the Lecture was well attended with around 110 RSVPS. Two former Chief 
Ministers were in attendance. 
 
The TRAC members felt the tradition of these lectures as an annual event was now established 
and the speaker for each event gave them their particular character. 
 
The Director indicated that research for next year’s event would begin soon. This will be made a 
little more difficult to research because the Canberra Times is not on the National Library’s 
Trove after 1995. 
 
The TRAC members noted the report was very comprehensive. 

Agenda item 21- Report on Agency Records Management 

The Report on Territory Office Activities was tabled and acknowledged by the TRAC members. 

 

Other Business: 
No other business 

Next meetings 
Meeting number 2 of 2016–2017 is proposed for Thursday 17 November 2016  
 
The Director will be on leave at the time of the next meeting. Someone will act in the 
position for a period of five to six weeks and will attend the next meeting. 
 
Meeting number 3 of 2016–2017 is proposed for Thursday 16 February 2017 
Meeting number 4 of 2016–2017 is proposed for Thursday 18 May 2017 

 

Meeting closed: 1.55pm 

Minutes confirmed on: 17 November 2016 
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