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Subject level control of ACT Government records
Whole-of-Government Thesaurus
ACT Government records are managed to a subject level of control via the Whole-of-Government Thesaurus, a controlled vocabulary of terms designed for use in the classifying, titling and indexing of records on creation.
The Whole-of-Government Thesaurus has been developed on the basis of the Territory Version of Keyword AAA (TVKAAA) (2010), a thesaurus incorporating 16 common Functions. All other Functions within the Whole-of-Government Thesaurus are considered Functions performed by the ACT Government and have been included following consultation with agencies and after consideration by the Territory Records Office (TRO) via a formal approval process.
The Whole-of-Government Thesaurus is mandated by the TRO for use by all ACT Government agencies as part of their classifying and titling of paper and electronic records.  See also Records Advice No.28 Functional directories on shared drives.
The Whole-of-Government Thesaurus is a three level functional thesaurus, with:
	Function (keyword) - comprising the highest level of government business purpose, NOT the agency responsible or necessarily their mandate;
	Activity - denoting the major task(s) performed to accomplish the function; and
	Subject - describing the more specific topics relating to the matter being documented within the record.  For example:

Level 1.	Function:	FINANCIAL MANAGEMENT
Level 2.	Activity:	Accounting
Level 3.	Subject:	Accrual reports
Use of thesaurus terms
One rule applies to the re-use of terms from TVKAAA (2010) – the term must be used as published in the authorised version of TVKAAA (2010). For example, when applying the Subject term of Appointments, the term must be used and published in its entirety, including the scope note and any stated non-preferred terms. The subject term can potentially be used under any relevant Function/Activity set.
Functions always appear in capital letters and should be used in this format when referred to in file titles etc.  A Function is the highest level aggregate of the agency’s activities and provide context to the records.  They are generally described as ‘things’ or with nouns e.g. EQUIPMENT & STORES, SECURITY COORDINATION.
Functions will generally have a collection of activities associated with them in order to perform them.  Activities appear in sentence case after the Function and are described as actions or verbs e.g. Reporting, Policy, Committees.
Subject terms do not duplicate activities, Functions or Non-preferred terms and can also be used under any appropriate activity.  Subject terms are considered descriptors or indicators and are added where necessary to show additional meaning for the context.  While the TRO does not mandate core-business-related Subject terms, these terms must be requested by agencies for inclusion under the appropriate Function/Activity set of the Whole-of-Government thesaurus by the TRO. Requests can be made using the Thesaurus Suggestion Form found at http://us/territoryrecords/other_resources.htm.
NOTE: Any inclusion of terms to the Whole-of-Government Thesaurus, at any level, has impacts for use of the Thesaurus by all agencies and management of the Thesaurus by the TRO.
File classification and titling 
Records are to be classified using Function/Activity from the Thesaurus. Once a record has been classified with a Function/Activity set and a subject indicator (if required) from the thesaurus, free text is then added to further specify the topic and provide the file’s actual title.  Free text terms can include names of agencies, organisations or individuals and dates i.e. any additional information required that will allow description and retrieval of the contents of the file.  For example:
Classification Level 1		Function:	ENVIRONMENTAL MANAGEMENT
Classification Level 2		Activity:	Registration
Classification Level 3		Subject:	Significant trees
Free text/Title:			Block and section number; tree species; date
NOTE: The Function always takes first place in a title, followed by an Activity linked to the Function.  These two levels are compulsory but there is more flexibility at the subsequent levels.  This order is imposed to ensure that the business activity being documented is shown, in context, through the file title.
The thesaurus and electronic records
In the absence of an electronic records management system for managing electronically created records/documents by the agency, the Whole-of-Government Thesaurus should be applied to the construction of directory structures where possible.  This allows for greater access to records by staff, provides consistent titling and linkages to paper based records (e.g. references to file numbers), and the carrying out of standard records management procedures (e.g. appraisal, sentencing and disposal).

