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RECORDS  MANAGEMENT  PROGRAM

OPERATIONAL  PLAN :  2006  -  2012
VISION

Holroyd City Council is committed to ensuring the records management program will provide timely and comprehensive information, which

meets its operational business needs, legal, evidential and accountability requirements and fulfil community expectations.

MISSION

The records management program of Council will achieve this vision by complying with the relevant Standards and recordkeeping responsibilities detailed under the State Records Act 1998.

Council’s recordkeeping procedures will conform to the Code of Best Practice provisions (AS ISO 15489-2002) and the adoption of suitable technologies to manage ALL of its corporate information resources, relating to both physical and electronic formats. 

RECORDS MANAGEMENT PROGRAM OPERATIONAL PLAN

Council’s Records Management Program Operational Plan is derived from the objectives identified in the Records Management Program Strategic Plan: 2006-2012
This plan is of necessity of a shorter term duration than the strategic plan focussing in more concrete terms on what has to be done, by whom and when.

Principle 2 of the Standard on Managing a Records Management Program states that the records management program should be planned.
Council as a compliant public office must be able to demonstrate that its records management program has a documented operational and strategic plan and is incorporated into Council’s corporate level planning documentation – Council’s Management Plan 2010 – 2014’.

‘The planning process is important in the establishment of a records management program regardless of its size’

Operational planning assists in:

· Ensuring there is a Council wide commitment to the program

· Determining how much staff time and other resources will be required for its ongoing operation

· Setting goals for the records management in the short term.

RECORDS  MANAGEMENT PROGRAM

OPERATIONAL  PLAN:

STANDARD ON:

MANAGING A RECORDS MANAGEMENT PROGRAM  (8)

OBJECTIVES

PRINCIPLE NO 1 – 

‘DIRECTED BY POLICY’

STRATEGY

1.1 Councils records management program is directed by policy, which has been adopted at the corporate level.

1.2 Statements within the Policy direct that records are made, captured, maintained  

      And disposed of in accordance with the regulatory, legal and business needs of

      Council.

1.3 Policy clearly defines the responsibilities of employees who manage records or 

      carry out recordkeeping activities.

ACTION

1.1 Council’s Records Management Policy is authorised by the General Manager and has been adopted by Council as its official recordkeeping policy.  The policy is distributed to all Council staff and promulgated via Council’s intranet and training / induction sessions.  The policy is regularly reviewed and compliance objectives have been documented in the corporate plan, which forms a part of the Management Plan of Council 2010 – 2014.

1.2 The policy applies to all Council business including e-business and concerns records which are created, collected, used, stored and disposed of in the conduct of official Council business. All Council records are managed and disposed of in accordance with the general disposal authority for Local Government GDA10.

1.3 The policy clearly defines the Manager of Administrative Services as Council’s Nominated Senior Officer who in turn has defined authorities for compliance to external standards and to monitor compliance with these standards.

The relevant responsibilities, roles and interrelationships of all Council personnel who manage or perform recordkeeping activities are clearly outlined and defined in the policy.  In particular the roles of the General Manager, Nominated Senior Officer, Corporate Information staff and Service Providers are clearly detailed.

RESPONSIBILITY

1.1 Nominated Senior Officer

Corporate Information Coordinator

1.2 Corporate Information Coordinator

1.3 Corporate Information Coordinator

TARGET

1.1 Effective April 2004

1.2 Effective April 2004

1.3 Effective April 2004

OBJECTIVES

PRINCIPLE NO 2 – 

‘PLANNED’

STRATEGY

2.1 Council’s short and long term records management objectives will be identified and documented in operational and strategic planning.

2.2 Council will allocate adequate resources to achieve short and long term records management goals.

ACTION 
2.1 Council’s records management Operational Plan is updated,

 reviewed and monitored on a regular basis.

            Council’s records management Strategic Plan (2006 – 2012) is updated,  

            reviewed and monitored on a regular basis.


The Corporate Plan for records management is incorporated into Council’s  

            Management Plan for 2010 – 2014.

2.2
Appropriate resources are allocated to records management in the form of an annual budget and adequate skilled staffing levels which are reviewed on a regular basis.

RESPONSIBILITY

-----------------------------------------------------------------------------------------

2.1 Nominated Senior Officer

Corporate Information Coordinator

2.2
Nominated Senior Officer


Corporate Information Coordinator

TARGET

-----------------------------------------------------------------------------------------
2.1 Effective April 2004

2.2 Effective April 2004

OBJECTIVES

PRINCIPLE NO 3 – 

‘STAFFED BY SKILLED PEOPLE’

STRATEGY
3.1 Overall responsibility for Council’s Records Management Program is    

       assigned to the Nominated Senior Officer.  

3.2 The Nominated Senior Officer has immediate access to advice from the Corporate Information Coordinator who has recognised records management qualifications

3.3 Other Corporate Information staff have qualifications appropriate to their positions

3.4 Professional development for Corporate Information staff is encouraged in corporate policy and practice

3.5 Corporate Information staff are capable of performing the full range of tasks associated with their positions

3.6 Corporate Information staff are familiar with current best practice

3.7 A skills audit of Corporate Information staff is performed at regular intervals

3.8 A training needs analysis is performed at regular intervals

3.9 A staff development and training program is in place and available to Corporate Information and other staff.

3.10 Selection criteria for records management positions are reviewed at  

       regular intervals to ensure currency and compliance with best practice

ACTION

3.1The Manager of Administrative Services has been delegated as Council’s   

      Nominated Senior Officer.

3.2 Immediate access to advice is available from the Corporate Information    
      Coordinator 

3.3 Suitable qualifications are identified for the positions of Corporate Information                                                                                Coordinator, Corporate Information Team Leader and Archival Officer etc

3.4 Professional development and training is recognised through staff performance evaluations and competency reviews

3.5 Staff are capable of performing the full range of tasks and duties associated with their positions through the section’s multi skilling program 

3.6  Corporate Information staff are familiar with best practice through team updates / meetings, publications, training, RMAA, Local Govt Chapter, State Records Authority etc

3.7 Skills audits are conducted regularly as part of performance evaluation and competency assessments

3.8 Training needs analysis are conducted regularly as part of performance evaluation and competency assessments.

3.9 Corporate Information staff are trained both on and off the job at suitable industry courses and other Council staff are trained 1:1 on the use of TRIM Context and recordkeeping practices are also featured at Induction sessions. 
3.10 Selection criteria for Corporate Information staff is regularly reviewed in relation                   to regrades and revisions of competency standards in line with industry best practice  guidelines

RESPONSIBILITY 

3.1 Nominated Senior Officer

Corporate Information Coordinator

3.2 Corporate Information Coordinator

3.3 Corporate Information Coordinator

3.4 Corporate Information Coordinator

3.5 Corporate Information Coordinator

3.6 Corporate Information Coordinator

3.7 Corporate Information Coordinator

3.8 Corporate Information Coordinator / Corporate Information Team Leader
3.9 Corporate Information Coordinator

3.10 Corporate Information Coordinator

TARGET

3.1 Effective April 2004

3.2 Effective April 2004

3.3 Effective April 2004

3.4 Effective April 2004

3.5 Effective April 2004

3.10 Effective April 2004

3.7 Effective April 2004

3.8 Effective April 2004

3.9 Effective April 2004

3.10 Effective April 2004

OBJECTIVES

PRINCIPLE NO 4 –

‘IMPLEMENTED’

STRATEGY

4.1 Council’s official records are made, captured and maintained in official recordkeeping systems in accordance with relevant legal, regulatory and business requirements.

4.2 Council’s business systems meet requirements for making and maintaining records of evidential value.

4.3 Current retention and disposal authorisation guidelines are in place for all records, regardless of format in Council.

4.4 Records are disposed of in accordance with authorised retention and disposal authorities.

4.5 Council staff are trained in appropriate recordkeeping practices and procedures, training is appropriate to staff positions.

4.6 Council staff use official recordkeeping systems and have ready access to appropriate advice.

ACTION

4.1  Council records are made, captured and maintained in official systems such as TRIM, Lotus Notes CRM, Civica – Authority etc.  Recordkeeping responsibilities of Councils staff are clearly outlined in Councils Records Management Policy and ‘How to get ahead with your Recordkeeping’ publications.

4.2 Council’s official recordkeeping system TRIM will continue to be developed. Extensive user notes covering TRIM Context, Workflow, File and Document categories, Records User Guide and ‘How to Get ahead With Your Recordkeeping’ have been developed and distributed at Induction / training sessions and are promulgated on Council’s Intranet as powerpoint and pdf documents. 

4.3 & 4.4 All Council records regardless of format are retained and disposed of in accordance with the General Disposal Authority for Local Government – GDA10.

Staff are trained in the correct use of this manual at recognised State Records training courses. 

4.5 The authorities and responsibilities of Council employees who manage / perform recordkeeping processes are defined and described in the Records Management Policy and ‘How to get ahead with your Recordkeeping’ manual.  Staff training is conducted on a 1.1 basis or arranged for small groups and is aimed at the needs of individual participants.

4.6 Council staff are familiar with recordkeeping requirements through regular Induction sessions, staff training, intranet based ‘Records policies and procedures’. Recordkeeping policies are recognised in the Council’s ‘Can Do’ customer service philosophy which is a fundamental of effective customer service.

RESPONSIBILITY

4.1 Corporate Information Coordinator

4.2 Nominated Senior Officer

      Corporate Information Coordinator

4.3 Corporate Information Coordinator

4.4 Corporate Information Coordinator

4.5 Corporate Information Coordinator 

4.6 Corporate Information Coordinator

TARGET

Effective April 2004

Effective April 2004

Effective April 2004

Effective April 2004

Effective April 2004

Effective April 2004

OBJECTIVES 

PRINCIPLE NO 5 –

‘MONITORED & REVIEWED’

STRATEGY


5.1 Council’s records management programs are required to be regularly reviewed against key performance objectives.


5.2 Identifying improvements to the effectiveness, efficiency and quality of records management systems and processes will be provided by regular monitoring and review.


5.3 Specific areas for improvement will be addressed in records management planning instruments.

ACTION


5.1 The performance of Councils records management program is regularly reviewed against performance objectives outlined in Council’s Management Plan 2010 – 2014.  

Council’s performance will be monitored in conjunction with Guideline 19 - Monitoring Recordkeeping Performance prepared by the State Records Authority. Monitoring will especially incorporate Appendix A and B in conjunction with monitoring the compliance principles of the various Standards under the State Records Act 1998.

The Executive Support Officer will undertake periodical monitoring and auditing of the records management program in association with Appendix A and B mentioned above.


5.2 Improvements to the efficiency and quality of Council’s records management program will be incorporated after identification from the regular monitoring process. 

The monitoring process allows the pursuit of clearly defined objectives, adequate resources to be set aside for monitoring activities, the application of key performance measures outlined in Council’s Management and Corporate Plans, senior management support for the records management program and a regular review mechanism to ascertain the relevance of certain activities or processes. 

 
5.3 In association with the Nominated Senior Officer and Executive Support Officer the results of the reviews will be documented in the various planning documents and improvements or corrections will then be undertaken.  

RESPONSIBILITY

5.1
Corporate Information Coordinator


Executive Support Officer

Nominated Senior Officer

5.2       Corporate Information Coordinator

Executive Support Officer
Nominated Senior Officer

5.3       Corporate Information Coordinator

Executive Support Officer

Nominated Senior Officer

TARGET

5.1
Effective April 2004

5.2
Effective April 2004

5.3
Effective April 2004

STANDARD ON:

FULL & ACCURATE RECORDS  (7)

OBJECTIVES

PRINCIPLE NO 1 –

‘RECORDS MUST BE MADE’

STRATEGY

1.1 Fundamental requirements to make official records are clearly identified and documented for all Council staff.

1.2 Council has developed and promulgated corporate policy, standards and procedures relating to the requirement to make official records and capture them into TRIM Context EDM system.

Recordkeeping systems operate to capture and maintain records documenting all aspects of Council’s business, including e-business.

1.3 Employees understand their obligations to make and keep records in the course of their duties. Employees receive appropriate training and guidance in the use of Council’s recordkeeping systems.

1.4 Records are made for all business transactions for which any requirement for evidence exists.

ACTION


1.1  Council’s Communication Devices and Records Management Policies in conjunction with the Records User Guide describe clearly requirements to make records as evidence of business activities. These manuals are distributed at inductions and training sessions and are also available on the Intranet in powerpoint and pdf versions.


1.2 The ‘Records User Guide’ and ‘How to get Ahead with Your Recordkeeping’ manuals document the obligations of all Council employees to make and keep official records in the course of their duties, these manuals are also distributed and explained at induction sessions for new staff. 

1.3 Regular training sessions are conducted on a group or 1:1 basis in the use of Councils recordkeeping systems incorporating TRIM and recordkeeping obligations under the State Records Act. Comprehensive notes are available in both hard copy and electronic format on Council’s Intranet. These notes describe the various components of TRIM Context and records management best practice procedures and guidelines and are distributed at induction sessions.

     1.3 (Contd) Council staff are aware of their recordkeeping requirements to make  

     records for evidence of business transactions via induction sessions and the 

     Records User Guide and ‘How to get Ahead With Your Recordkeeping’ manuals.

1.4
Council’s recordkeeping system – TRIM Context is the recognised recordkeeping system for the capture and maintenance of all Council records, which document evidence of business transactions in a physical format.  The addition of TRIM Context as Council’s Electronic Document Management system effectively manages Councils electronic records.

Council officers are required to document activities such as minutes of meetings, conferences, oral decisions and commitments etc involving the making of decisions or transactions of business via file notes or notes attached to TRIM documents.

RESPONSIBILITY

1.1 Corporate Information Coordinator

1.2 Corporate Information Coordinator

1.3 Corporate Information Coordinator / Corporate Information Team Leader
1.4 Corporate Information Coordinator

TARGET

1.1
Effective April 2004

1.2
Effective April 2004

1.3
Effective April 2004

1.4
Effective April 2004

OBJECTIVES

PRINCIPLE NO 2 –

‘RECORDS MUST BE ACCURATE’

STRATEGY

-----------------------------------------------------------------------------------------


2.1 Council records are accurate accounts of business transactions and  adequately document Council business.



2.2 Council records are made in a timely fashion as soon as practicable after the event or relevant transaction was made.

ACTION

2.1
Council’s Code of Conduct requires employees to ‘take all reasonable steps to ensure that the information upon which decisions or actions are based is factually correct and that all relevant information is obtained’.

Council records accurately reflect transactions which ‘take all relevant 

information into consideration and not take any irrelevant information into 

consideration’.

2.2 Council staff create and forward records to the Corporate Information section for registration and capture into Council’s official recordkeeping system – TRIM Context. 

     
Official Council minutes are signed when confirmed and endorsed.


Council’s recordkeeping system TRIM Context - utilises a spell checker and    

 
Controlled vocabulary with standard naming conventions for the creation of                                                                                                                                                                                                                                                                                     official files to help ensure the accuracy of date entered into it. 
RESPONSIBILITY

---------------------------------------------------------------------------------------

2.1
Nominated Senior Officer


Corporate Information Coordinator
2.2
Nominated Senior Officer


Corporate Information Coordinator

TARGET

-----------------------------------------------------------------------------------------

2.1 Effective April 2004

2.2 Effective April 2004

OBJECTIVES

PRINCIPLE NO 3 –

‘RECORDS MUST BE AUTHENTIC’

STRATEGY
3.1 Council records are regularly and routinely captured into TRIM Context Council’s official recordkeeping system. 

3.2       Appropriate metadata is captured and created in association with records contained in Councils official recordkeeping system.

ACTION

3.1 Council records are created in TRIM or other relevant Council recordkeeping systems in accordance with the definition of ‘business activity’ documenting evidence of business transactions in the Records Management Policy.

All inwards correspondence in hard copy format, which includes letters, applications, faxes, e-mails and webmails, are date and time stamped on receipt.

The design of data entry classification templates in TRIM Context facilitates making the capture of records as easy as possible. 

Council can clearly demonstrate that its recordkeeping systems and relevant procedures have been in operation at all times through comprehensive audit logs and systems monitoring procedures.

3.2 Mechanisms are in place to ensure that the creation (origin) or registration (date  

      received) dates are recorded as part of the records metadata for every standard  

      data entry form template.

      Sufficient metadata such as precis of contents, external correspondence  

      references, author details, action officer location, workflow actions, document   

      and staff codes, related file references and applicable dates are recorded at the 

      time of registration and capture into TRIM Context.

      An e-mail message which is sent in reply contains the original message or 

      includes sufficient details from the original to allow timely and complete 

      identification of the original message. (Refer to Council’s E-mail Guidelines)

RESPONSIBILITY

3.1 Corporate Information Coordinator

3.2 Corporate Information Coordinator / I.T.

TARGET

3.1 & 3.2
Effective April 2004

OBJECTIVES

PRINCIPLE NO 4 –

‘RECORDS MUST HAVE INTEGRITY’
STRATEGY

4.1       Council Records Management Policy clearly dictates that unauthorised access, 

alteration, deletion or destruction of records is forbidden.

4.2       Councils recordkeeping systems and storage facilities are designed to protect 

records from unauthorised access, alteration, deletion or loss.

4.3       Council records are uniquely identifiable.

4.4       Migration of records whether physical or electronic from one system to another is controlled and well documented.

ACTION

4.1
Council’s TRIM Context EDM system contains a regularly updated list of employees who are authorised to access and update workflow documents.

On leaving Council these employees are deleted from TRIM Context. Registered documents are placed on Council files when the action is completed with attachments recorded on the file cover.

Council’s TRIM system incorporates access and security restrictions, which limit employees viewing certain records, and restricts the modification, alteration or destruction of information / records to authorised Corporate Information personnel only.

4.2
Council recordkeeping systems are protected from unauthorised access by password security restrictions and TRIM Context has built in security level restrictions for employees and caveat restrictions on file access.

Council records are maintained within 4 specific security levels based on an employees position title and various caveats (such as privacy, financial, risk, legal, commercial and personnel issues) to restrict unauthorised access to files.

The physical access to Council’s paper based files is restricted to Corporate Information staff during business hours and locked doors and cabinets and security alarms operate during non-business hours.

4.2 (Contd) Storage areas within the Corporate Information area are protected by zoned sprinkler systems, fire extinguishers and fire control equipment.  Regular vermin control treatments are applied and steel shelving is raised by a minimum of 120mm off the floor.  

Council’s sensitive, legal and personnel records are held in locked storage  

 cabinets. Council stores its appraised longer-term records at the GRR in dust  

 free, temperature and humidity controlled conditions.

4.3
Council documents and files are issued with unique record numbers which conform to standard naming conventions for file titles and ensure accurate tracking and placement of documents on relevant files. 

Folio numbers are written on file covers to ensure records can be located within Council’s recordkeeping system and highlight if a record has been removed from a file.

Council’s publication ‘File and Document Categories’ details the relationships and numbering conventions used to detail unique record types in Councils official recordkeeping system – TRIM Context.

4.4
The migration of any records between Council recordkeeping systems is appropriately controlled by Corporate Information and IT staff with appropriate documentation of any activities ensuring the preservation of their evidential quality. 

Audit logs help to ensure that records have not been tampered with or inadvertently altered security levels and caveats in TRIM Context also help to ensure the integrity and security of Council records.  

RESPONSIBILITY

4.1
Corporate Information Coordinator

4.2 Corporate Information Coordinator

4.3 Corporate Information Coordinator

4.4 Corporate Information Coordinator / IT staff

TARGET

4.1 Effective April 2004

4.2 Effective April 2004

4.3 Effective April 2004

4.4 Effective April 2004

OBJECTIVES

PRINCIPLE NO 5 –

‘RECORDS MUST BE USEABLE’

STRATEGY
Council records are linked to its business context.

Council records relating to the same business activity / transaction are linked to each other.

The location and use of Council records is appropriately recorded and tracked.

All Council records are accessible for as long as they are needed.

ACTION  

 Council officers are required to make and maintain full and accurate records  

            which provide adequate evidence of business transactions.  

Various file categories such as the subject / administrative file type use a functional business classification scheme directly related to the various functions and business relationships within Council.

Council officers are informed of their recordkeeping obligations at regular induction and training sessions and promulgated via Councils intranet.

Council records are registered and classified using a controlled vocabulary and linked within functional subject titles in the classification plan. 

Property matters are maintained using various property file types (Property,

Development and Subdivision files) sharing common property numbering relationships. Files of similar subject matter or types can be related to each other within TRIM Context utilising the relationship functionality.

5.1 Council utilises bar codes on physical documents and files, which enable a quick and accurate method of tracking and managing records.  
Councils documents once registered are circulated with various action / tracking steps and can be tracked using unique record numbers.  

Council staff via induction and training sessions are aware of the requirement               to update record location markings when physical documents or files are forwarded on to other officers.

Periodic file scans are conducted by Corporate Information staff with a portable bar code reader ensuring file locations are updated and files locatable.

5.2 With the introduction of TRIM Context EDM, electronic records are maintained and accessible in electronic formats, these formats will continue to be maintained and migrated to the latest formats if required in the future.

Councils microfilm images can be read in human readable format and will be continued to be accessible by utilising updated microfilm reader printers, which can digitise the image or migrated to alternate digital formats.

All Council records whether electronic or physical are maintained in formats, which can be understood and utilised by all staff who have a legitimate right to access them.

Council records are admissible as evidence in paper, microfilm or electronic form and comply with all requirements under relevant legislation applicable to Council.

RESPONSIBILITY

5.1
Corporate Information Coordinator / Corporate Information Team Leader
5.2
Corporate Information Coordinator

5.1 Corporate Information Coordinator / Corporate Information Team Leader
5.2 Corporate Information Coordinator 

ACTION

     Effective April 2004

     Effective April 2004

     Effective April 2004

     Effective April 2004

STANDARD ON:

‘COUNTER DISASTER STRATEGIES FOR RECORDS AND RECORDKEEPING SYSTEMS’

OBJECTIVES

PRINCIPLE NO 1 –

‘RISK ASSESSMENT’
STRATEGY

Has a risk assessment of potential disaster events identifying threats to records and recordkeeping systems been performed?

ACTION

1.1 A risk assessment of potential disaster events identifying threats to records and recordkeeping systems has been performed and documented within the ‘Disaster Recovery and Business Continuity Plan’ and the ‘Vital Records Protection Plan’.

RESPONSIBILITY 

1.1  
Corporate Information Coordinator

Executive Support Officer
TARGET

1.1     (Came into effect on 21/06/02) 

Monitored from 1/01/2004

OBJECTIVES 

PRINCIPLE NO 2 –

‘PLANNING’

STRATEGY

    Has a counter disaster plan for records and recordkeeping systems been 

          developed and implemented?

    Is the counter disaster plan for records and recordkeeping systems tested  

          regularly and modified over time to reflect organisational, technological and  

          recordkeeping changes?

ACTION

A counter disaster plan for records and recordkeeping systems has been developed and documented within the ‘Disaster Recovery and Business Continuity Plan’.

        Disaster recovery procedures are also documented within the ‘Vital Records

        Protection Plan’.

2.2   Council’s ‘Disaster Recovery and Business Continuity Plan’ documents the  

        testing of certain aspects of the plan periodically (eg. IT recovery etc) and the 

        plan is reviewed annually to reflect organisational and technological changes.

RESPONSIBILITY 

2.1   
Corporate Information Coordinator

Executive Support Officer
2.2   
Executive Support Officer
TARGET

2.1 & 2.2  (Came into effect on 21/06/02)

Monitored from 1/01/2004

OBJECTIVES

PRINCIPLE NO 3 –

‘VITAL RECORDS PROTECTION’

STRATEGY

 
 Are vital records identified and documented?

      Does vital records protection, including recovery and restoration procedures,     

            form part of the counter disaster plan for records and recordkeeping systems?

      Have preventative measures for protecting vital records been implemented?

ACTION

Council’s vital records are identified and documented in the ‘Vital Records

            Protection Plan’ incorporating the ‘Vital Records List’.

Vital records protection including recovery and restoration procedures are  

            incorporated in Council’s ‘Disaster Recovery and Business Continuity Plan’  

            and described in detail within the ‘Vital Records Protection Plan’.

Preventative measures for protecting vital records are documented and implemented within the ‘Vital Records Protection Plan’

Protective measures include: -

Smoke and heat detectors, zoned sprinkler systems, fire hose reels and extinguishers, fire rated doors on the vault, locked storage cabinets, security fittings eg. Barred windows, security alarms and routine security patrols.

RESPONSIBILITY

3.1  
Corporate Information Coordinator

3.2   
Corporate Information Coordinator / Executive Support Officer
3.3   
Corporate Information Coordinator

TARGET

3.1 TO 3.3  (Came into effect on 21/06/02)

             Monitored from 1/01/2004

RECORDS  MANAGEMENT

PROGRAM

OPERATIONAL  PLAN:

COUNCIL’S  STRATEGIC  PLAN – 

RECORDS MANAGEMENT PROGRAM

OBJECTIVE NO 7 –

‘ADOPTION OF NEW METHODS AND TECHNOLOGIES   

TO MANAGE RECORDS IN ELECTRONIC FORMATS’

STRATEGY

Council is required to manage records in all formats whether in paper or electronic form.

TRIM Captura 4.3 (1998 – April 2007) was the official records management system for Council’s paper based records.
TRIM Context EDM (Implemented 30/04/07) effectively manages records in paper and electronic formats, the new EDM system negates the need to print and file as records are either scanned in or kept in electronic formats.
Electronic formats include: - e-mails, faxes, web-mails, word or pdf docs, spreadsheets, internet and intranet formats etc

ACTION

A Consultant was engaged to review all software applications across Council and representatives from every Council Department were interviewed to discuss and assess software requirements for the future.  

Subsequently an ‘Expression of Interest’ and tendering process ensued in 2005 /06.

TRIM Context EDM system was implemented within Council on the 30 April 2007. The implementation required software and hardware upgrades including a new scanning suite as well as changes in business processes and document management strategies.  

RESPONSIBILITY

IT Manager / IT and EDM Steering Committee

Nominated Senior Officer

Corporate Information Coordinator

TARGET

Included in Council’s budget process for the 2005/06 financial year.

The goal for an EDM system to be implemented at Council was realised on 30 April 2007.

RECORDS  MANAGEMENT

PROGRAM

OPERATIONAL  PLAN:

STANDARD ON:

‘THE PHYSICAL STORAGE OF STATE RECORDS’
PRINCIPLE NO 2 –

‘ENVIRONMENTAL CONTROL’  (1 – 2)

STRATEGY

 All active and semi-active Council records will be kept in a stable 

       environment within the range of 15C to 27C temperature and 30% to 60%  

       humidity.


 Council records of determined archival value will be kept or transferred to 

       environmentally controlled storage areas either on or off-site as close as possible  

       to the ranges stipulated in Appendix B of the Standard on the ‘Physical Storage of  

       State Records’.

ACTION

   All Council records will be housed within the Council Chambers area which 

         offers environmental, OH&S and fire safety compliance.  

   Councils specific records storage areas comply with storage requirements for  

   air quality, lighting, housing, containers and protective packaging.

  Specific records storage areas are access controlled within Council Chambers.
  Council storage areas for semi-active or inactive records exclude direct sunlight    

  onto the shelving bays; artificial lighting within these areas is switched off at  

  the close of business each day.

         All Council records stored in semi-active or inactive storage areas have freely 

         circulating air movement allowing for the intake of fresh air into the area.

         Council records are stored away from magnetic fields and magnetic media in  

         storage is protected and shielded.

         Records within Council Chambers are protected by heat / smoke detectors, fire  

         alarms, zoned sprinkler systems and fire extinguishers installed at strategic 

         locations.

RESPONSIBILITY

2.1  Corporate Information Coordinator

2.2  Corporate Information Coordinator

TARGET
 By 1/01/06
2.1  By 1/01/06
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