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RECORDS  MANAGEMENT  PROGRAM

STRATEGIC  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 fulfils 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 4390 redesignated AS ISO 15489) and the adoption of suitable technologies to manage ALL of its corporate information resources, relating to both physical and electronic formats. 

PROGRAM  OBJECTIVES 
Council will be fully compliant with the Principles stated in the  –

Std: Managing a Records Management Program (8) - April 2004.

Standard: Full and Accurate Records (7)  - Effective April 2004
Standard: The Physical Storage of State Records (3) by January 2006 

Standard: Counter Disaster Strategies for Records (6)by January 2004

Standard: Appraisal & Disposal of State Records (9) – Effective 2007
Standard: Digital Recordkeeping (10) – Effective 2009 - 2012
Council will conform to the Code of Best Practice for Records Management (AS 4390 redesignated AS ISO 15489) by January 2002 

Council has adopted new methods and technologies for keeping and managing records in physical and electronic formats to facilitate effective Corporate Knowledge Management.

BENEFITS OF PROGRAM TO CLIENTS 

Various groups who will benefit from the records management program include:

OPERATIONAL STAFF – 

The records management program will provide greater support to the daily operations of Council staff.  

Records are a vital ingredient in the support of Council’s ongoing business activities.

The effective management and preservation of Council’s corporate memory is intrinsic to both the decision making process and productivity within Council.

KEY ACCOUNTABITY STAKEHOLDERS  - 

The records management program will improve access to important evidence and information for –

Accountants, Archivists, Auditors, Councillors, FOI Coordinators, IT Specialists, Legal staff, Library Personnel, Risk Managers and Senior Management Staff etc.

Council creates records as evidence of business activities; they support policy formulation, provide evidence of actions and decisions and document Council’s transactions.

Effective recordkeeping enables staff to meet their legislative and administrative responsibilities.

EXTERNAL CLIENTS OF COUNCIL - 

The records management program will support a more efficient service to external clients by effectively recording past decisions and programs, these practices help to deliver Council services in a consistent and equitable manner.

There are certain community expectations and cultural obligations associated with recordkeeping practices, such as the access, preservation and conservation of historical and culturally significant information.

Council is committed to managing its records of continuing value, providing public access and transferring records of permanent value to State Archives as required in the Local Government Records Disposal Authority – GDA 10.

STRATEGIES TO ACHIEVE OUTCOMES

Compliance with all principles documented in the: - 

1. STANDARD ON MANAGING A RECORDS MANAGEMENT  PROGRAM  (Standard 8) - Effective April 2004 

1.1 Compliance with Principle 1 – DIRECTED by POLICY
The Records Management Policy is authorised by the General Manager and has been adopted by Council. The policy is distributed to ALL Council staff with regular communication via the desktop and training / induction sessions. 

The Records Management Policy is reviewed at regular intervals and compliance objectives documented in the Corporate Plan, which forms a component of Council’s ‘Management Plan’.

The Records Management Policy identifies relevant legislation, standards and codes of best practice (AS 4390 / AS ISO 15489) to which Council is subject to affecting its recordkeeping requirements and responsibilities.

The Records Management Policy applies to all Council business, including electronic business. It concerns records, which are created, collected, processed, used, sentenced, stored and disposed of in the conduct of official Council business. These records in turn are managed and disposed of in accordance with legislative, regulatory and business requirements applicable to Council.

The policy is consistent with the ethical standards binding upon Council as a public body and Corporate Information staff in particular are bound by the ethical standards of the Records Management Association of Australia.

The Records Management Policy identifies the Manager of Administrative Services as Council’s Nominated Senior Officer, having defined authorities 

for compliance to external recordkeeping standards and to monitor and audit compliance with these standards throughout Council. 

The Records Management Policy defines the relevant authorities, responsibilities, roles and interrelationships of all Council personnel who manage or perform recordkeeping processes, in particular the Nominated Senior Officer and Corporate Information staff.

1.2 Compliance with Principle 2 – PLANNED 
Council will have a documented records management program Operational Plan, which will be reviewed and monitored on a regular basis.

Council will have a documented records management program Strategic Plan covering the period 2006 – 2012 and subsequent years.

Council will incorporate the records management program into the Holroyd City Council Management Plan : 2010 - 2014
The records management program will be allocated appropriate resources to be established and regularly maintained to achieve short and long term records management goals.

1.3
Compliance with Principle 3 – STAFFED by SKILLED PEOPLE 

Responsibility for the records management program is assigned to the Nominated Senior Officer – delegated as the Manager of Administrative Services. The Nominated Senior Officer has immediate access to the Corporate Information Coordinator who has recognised records management qualifications.

Management of the recordkeeping system is delegated through the Corporate Information Coordinator and operational records management responsibilities are assigned to the Corporate Information section.

Suitable qualifications have been identified for the position of Corporate Information Coordinator and Corporate Information Team Leader.  Both officers hold recognised tertiary qualifications in records management.

Professional development and training both on and off the job for the records team is recognised and encouraged through regular staff performance evaluation and competency reviews.

The Corporate Information team is capable of performing the full range of tasks and duties associated with their positions through the multiskilling program conducted within the section.

Corporate Information staff are familiar with current best practice provisions through regular team updates, publications, training sessions and involvement with external bodies such as the RMAA, Local Government Chapter of Records, Local Records ROC groups and the State Records Authority etc.  

Skill audits and training needs analyses are performed at regular intervals as part of Council’s performance evaluation and competency assessment process.

The selection criteria used for positions within the Corporate Information section will be reviewed at regular intervals in relation to recognised competency standards and industry best practice guidelines. 

1.4  
Compliance with Principle 4 – IMPLEMENTED 
Records created, collected, processed, used, sentenced, stored and disposed of in the conduct of official Council business are managed and disposed of in accordance with legislative, regulatory and business requirements applicable to Council.

Official Council business systems are managed in accordance with identified regulatory and business requirements for creating and maintaining records. These requirements are outlined in the various principles of the standards and codes of best practice applicable to the State Records Act.

All Council records regardless of format are disposed of in accordance with the general disposal authority for Local Government GDA 10.

The authorities, responsibilities and interrelationships of Council employees who perform recordkeeping processes are clearly defined and documented in the Records Management Policy.

Regular staff training is conducted in the various aspects of the use of Council’s TRIM Context EDM system, and introduction to recordkeeping principles and practices via Council induction and education sessions.

1.5   
Compliance with Principle 5 – MONITORED & REVIEWED 
The performance of the records management program will be regularly reviewed and assessed against its plans and overall objectives.

Mechanisms will be established to monitor Council wide compliance with standards and code of best practice (AS 4390 / AS ISO 15489) relevant to the State Records Act 1998 and other external legislation or requirements affecting Council’s recordkeeping practices.

In conjunction with the Nominated Senior Officer and Executive Support Officer the results of reviews will be documented and any corrective action required will be undertaken.

These results where required will be incorporated into the reviews of the Corporate Information Operational and Strategic Management plans which are conducted on a regular basis. Eg. Best Value studies across other local government organisations.

2.
STANDARD ON FULL AND ACCURATE RECORDS  -
(Standard 7) – Effective April 2004

2.1
Compliance with Principle 1 – RECORDS MUST BE MADE    

· Council employees are required to make and keep records in the course of their duties to support the conduct of Council’s business activities. 

· Regular training sessions and induction sessions are conducted for employees in the use of Council’s recordkeeping system and recordkeeping obligations are promulgated via the intranet and the handout ‘How to get ahead with your Recordkeeping’.
· Inward communications such as correspondence, e-mail and faxes are captured into Council’s recordkeeping system – TRIM Context.

· Copies of outward correspondence are attached to relevant Council files.

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

· Council’s Records Management Policy and E-mail Guidelines document the relevant procedures for the capture of records into TRIM Context, and are distributed to All Council employees.  

· Council’s recordkeeping system – TRIM Context, is the recognised recordkeeping system for the capture and maintenance of all of Council’s records which document evidence of business transactions in an electronic or physical format.
  
Compliance with Principle 2 – RECORDS MUST BE ACCURATE 

· 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’

· Council keeps original copies of inwards communications as required by the General Disposal Authority for Local Government Records – GDA10.

· Council’s copies of outward correspondence are registered onto the relevant Council file, and made ‘final’ in electronic form.

If further information is required about the officer who actually signed the document details can be placed in TRIM Context - Notes.
· Official Council minutes are signed when confirmed.

· The Corporate Information section creates and captures relevant information into Council’s TRIM Context EDM system.
· Council’s recordkeeping system TRIM Context - utilises a spell checker, controlled vocabulary and defined record plans to help ensure the accuracy of data entered into it.

2.3  
Compliance with Principle 3 – RECORDS MUST BE AUTHENTIC 

· All inwards correspondence including letters, faxes and e-mail is date and time stamped on receipt

· Standard entry form templates are used in TRIM Context to capture metadata relating to the various document types.

Date created and registered, precis of contents, related file reference, location of action officer to whom correspondence is sent, author details, author’s references and workflow actions are all documented in TRIM.

· The document forms a relationship with the relevant Council file containing like business activities enabling the context of business transactions to be understood when retrieved.

· Council’s e-mail system details the original message when a reply is sent. 

· Council records are captured and maintained in various identifiable recordkeeping systems. 

· Council requires all recordkeeping to take place through these systems 

eg. TRIM Context, Authority, Electronic Business Paper, internal / external e-mail systems, etc.

· Support for recordkeeping is integrated into policies and procedures that document the management and operation of each recordkeeping system.

2.4 
Compliance with Principle 4 – RECORDS MUST HAVE INTEGRITY

· TRIM Context contains a regularly updated list of Council employees who are authorised to access and update workflow documents.  Corporate Information staff create and register documents as part of their operational responsibilities. Registered documents are scanned and where a physical file exists placed on the Council file, otherwise the scanned original is placed in a general electronic folder. The document is marked as enclosed to the file in the TRIM recordkeeping system.

· Council recordkeeping systems are protected from unauthorised access by password security restrictions and the TRIM Context EDM system has built in security levels, caveats and access controls for file access. 

Council records are maintained within 4 security levels dependant on the position of the employee: Staff (General staff) Manager (Managers and above), Director (Directors and above) and GM (GM Only).  

Council files are protected by caveats, which are based on various categories such as: - privacy, financial, risk management, legal, commercial in confidence, personnel and GM Only issues.

· TRIM Context employs access controls which limit Council employees viewing or non viewing of certain files and documents and restricts creating or modifying information to authorised Corporate Information staff only.

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

Storage areas within the Corporate Information area are protected by intruder alarms, sprinkler systems and fire control equipment with regular vermin control treatments.  File storage shelves are raised off the floor by a minimum of 120 mm and sensitive records are held in lockable storage cabinets.

· The migration of any records between recordkeeping systems in Council is controlled and documented preserving their evidential quality.

Changes or additions to recordkeeping systems are regularly documented and communicated.

· Council’s appraisal and disposal practices are established and maintained in accordance with the General Disposal Authority Local Government Records - GDA 10 (2000). 

Council stores its appraised long term retention records such as Minute Books at the Government Records Repository where they are stored in a dust free, temperature and humidity controlled environment

2.4 
Compliance with Principle 4 – RECORDS MUST HAVE INTEGRITY

 
(Continued)

· The Corporate Information section controls the process of transferring archival material and files to the Government Records Repository. 
Council disposal processes document what disposal action occurred, when it occurred and the relevant officers involved in the disposal process.

· Council’s electronic records are maintained in such a way that records cannot be altered, when these records are captured in TRIM Context they are made final and system users will have read-only access.

Council’s electronic data and databases such as the TRIM system are regularly backed up overnight and audit trails document disposal activities. 

2.5  
Compliance with Principle 5 – RECORDS MUST BE USEABLE
· Council records provide adequate evidence of the conduct of business transactions to be able to account for its conduct within the context of accountability requirements.

· Council officers are required to keep full and accurate records which provide adequate evidence and protects the financial, legal and other accountability requirements of Council and other bodies / clients affected by its actions and decisions. 

Decisions reached based on a risk assessment of keeping or not keeping evidence are documented and the decision endorsed by senior management.

· Records are registered and classified using a controlled vocabulary and recognised standard operating procedures for creation and data entry.

Council’s file records are uniquely identified using a classification plan and documents are identified with a unique record number once registered.

TRIM Context incorporates sophisticated searching and retrieval functions, which are aided by uniform numbering patterns per file type.

· Council through the use of bar codes on documents and files is able to locate its physical records. Council’s documents once scanned and registered are circulated as information or workflow correspondence and can be tracked using unique record numbers.
· Council recordkeeping systems incorporate adequate security provisions to restrict access to unauthorised users such as password controls and lists of recognised system users.

· Council’s current administrative practice is to capture as much information in electronic formats as possible with physical correspondence being scanned and registered into TRIM Context.
· Council’s microfilm images can be read in human-readable format utilising current equipment and will continue to be read by updated microfilm equipment or through migration to alternate digital formats.

· All Council records, physical or electronic are maintained in formats, which can be understood by all staff who have legitimate rights of access to them. 

· Council records comply with all requirements under relevant legislation in relation to being admissible as evidence in either paper or microfilm form.

3.
STANDARD ON THE PHYSICAL STORAGE OF STATE RECORDS -

            By JULY 2003  (Principle 2: Parts 1 & 2 By 1 January 2006)

3.1      Compliance with Principle 1 – LOCATION -
By 1 January 2001 

· The Manager of Administrative Services (Nominated Senior Officer) has approved the locations within Council Chambers for the storage of Council files and vital records.

· The buildings chosen for storage of records are weatherproof and adequately drained.  

Shelving is raised off the floor by a minimum of 120 mm.

· The areas used to store records within Council are dedicated to specific records and file storage.

· The specific records storage areas are access controlled within the Council Chambers with the main physical records storage area being alarmed and intruder resistant.

3.2      Compliance with Principle 2 – ENVIRONMENTAL CONTROL: 3-6

By 1 January 2003

· Council records stored in the inactive storage areas as per the Local Government Records Disposal Authority – GDA 10 are stored in suitable storage conditions until the records are destroyed.

· Council storage areas for inactive files exclude direct sunlight, lighting within these areas is switched off at the close of business on a daily basis.

· All Council inactive file storage areas will have freely circulating air movement allowing for the intake of fresh air. 

· Council storage areas for magnetic media are protected and shielded from magnetic fields.

3.3      Compliance with Principle 3 – SHELVING AND PACKAGING –

By 1 July 2003  (Extended from 1/01/02)

· Shelving used for the storage of files and other types of records is clean, in good condition and suitable for the format and retention periods of Council records.

Steel shelving is raised off the floor by a minimum of 120 mm.

· An ongoing program of updating file covers used to house like documents is in place, files are stored on metal shelving, sensitive or personal information is stored in locked cabinets and legal documents of permanent archival value will be stored in archival containers, envelopes and folders.  

Media other than paper is stored in appropriate storage containers.

· Council storage facilities for records including shelving, lighting, access equipment and storage containers meet relevant occupational health and safety requirements incorporating manual handling requirements.

3.4
Compliance with Principle 4 – PROTECTION FROM DISASTER -

By 1 January 2003

· Council’s Risk Manager in conjunction with loss assessors include examination of records storage areas in their regular appraisals.

· Records stored within Council Chambers are protected by heat / smoke detectors, fire alarms, sprinkler system and extinguishers installed at appropriate locations. 

· Council has installed a zoned sprinkler system throughout the building especially within file storage areas.

· Council’s disaster recovery plan addresses each records storage location, relevant suppliers of equipment and disaster recovery specialists suitable to assist in a disaster situation. 

· Staff will be assigned responsibilities in the event of a disaster situation and relevant training will be conducted.

Relevant fire evacuation procedures are in place with regular training conducted.

· In the event of a disaster and during the recovery process Council will undertake to identify the cause, treat or manage the outcomes and review the disaster recovery plan.

3.5
Compliance with Principle 5 – MAINTENANCE AND MONITORING -
            By 1 January 2003

· Council physical records storage areas are regularly maintained and monitored as part of a regular ongoing maintenance program.

· Maintenance and repairs to records storage areas and buildings are notified via the CRM system and conducted within the specified time request standards.

· Regular monitoring of records storage areas identifies any mould or pest / vermin infestation with regular pest treatments conducted.

· If required appropriate conservation action is undertaken in conjunction with trained archivists in order that any repairs do not damage the records further.

3.6 Compliance with Principle 6 – CAREFUL HANDLING -  

By 1 January 2001

· Guidelines for the care, handling and use of Council records are defined in the ‘TRIM User Guide’ and ‘Records User Manual’ and communicated via the desktop and hard copy publication to all Council staff and contractors.

· Guidelines for the safe transport and storage of sensitive material are defined in the ‘Records User Manual’ and communicated via the desktop and hard copy publication to all Council staff and contractors.

· Council transfers records of long term value to State Records or the Government Records Repository and whilst on site in semi active storage all records are handled with care.

· All Council records are handled carefully during conversion to alternate media eg; CD and microfilm using Australian standards and best practice.

3.7
Compliance with Principle 7 – ACCESSIBILITY -

           
By 1 January 2002

· The location of records storage areas adjacent to the main Corporate Information office facilitates prompt retrieval and easy access.

· Records stored in the active and inactive file storage areas are housed in colour-coded covers and an increasing percentage have colour coded end tabs to facilitate quick retrievals.

The files stored in these areas conform to uniform numbering patterns and are classified according to property or subject type using a record  numbering plan.

 All boxes stored in the inactive file repositories are boxed and indexed describing shelf locations and box numbers. Multiple copies of the index are available to facilitate quick and easy access to this type of record within acceptable 24 hour turnarounds. 

Records stored on microfilm are identified in various index lists, which are clearly labelled to facilitate quick retrieval.

3.8          Compliance with Principle 2 – ENVIRONMENTAL CONTROL: 1-2

   By 1 January 2006

· All active and semi-active Council records will be kept in a stable environment within the range of 15C to 27C temperatures and 30% to 60% humidity.


All Council records are housed within the Council Chambers area which offers environmental, OH&S and fire safety compliance.  

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

Especially complying with air quality, lighting, housing, containers and protective packaging requirements.  

The specific records storage areas are access controlled within the Council chambers with the main physical records storage area being alarmed and intruder resistant.

Council storage areas for inactive files exclude direct sunlight; lighting within these areas is switched off at the close of business on a daily basis.

  All Council inactive file storage areas will have freely circulating air    

  movement allowing for the intake of fresh air. 

  Records stored within Council Chambers are protected by heat / smoke  

 
          detectors, fire alarms, sprinkler system and extinguishers installed at

    appropriate locations. 

    Council has installed a zoned sprinkler system throughout the building  

    especially within file storage areas.

   4.  STANDARD ON DIGITAL RECORDKEEPING (10)
        (Effective : 2009 - 2012)
           Principle 1 – Digital Recordkeeping System Functionality
           Minimum Compliance Requirements:-

· The public office must define the digital State Records that it will make and keep.

· The digital State Records that the public office has defined must be captured into an official digital recordkeeping system.
· Any digital recordkeeping system used for keeping official records must possess the following functionalities:

capture read only versions of digital record, 

retrieve and present digital records in human readable form, 

      restrict or permit access to records by specified individuals or groups,
capture and manage the minimum required recordkeeping metadata as defined   in this standard.
            Principle 2 – Recordkeeping Metadata

Minimum Compliance Requirements:-

· Digital records must be captured into a digital recordkeeping system with:

            unique identifier, title ,date of creation, 

      who / what created the record, the business function / process it relates to, 
      the creating application, 

Record type (e.g. letter / memo / report / contract / fax / schematic / blog,        or locally defined types).

· Any of the recordkeeping processes (listed below) that are performed on a record must be documented with:

the date of the action, identification of who / what undertook the action, 

      what action was undertaken,
            The recordkeeping processes are:

      registration into a recordkeeping system, apply or change access rules, 

      transfer of control, destruction, migration

· The transfer of control or destruction of records must be documented with:

      process metadata as above, 

an authorisation reference for the transfer or destruction (e.g. FA234 2.4.5; GA27 1.2.3; By court order etc.), and 

in the case of transfer of the records, the name of the receiving organisation (e.g. Dept of X; State Records).
· At least the minimum required recordkeeping metadata as specified in this standard must be persistently linked with digital records and aggregations of digital records, including when they are transferred out of their original creating environment and through subsequent migrations.
           Principle 3 – Recordkeeping Metadata Management
           Minimum Compliance Requirements:-

· Recordkeeping metadata must be disposed of in accordance with the requirements of the State Records Act.

· Metadata mappings from the minimum requirements of this standard to organisational digital recordkeeping systems must be documented and maintained, including any changes to these.
5.             STANDARD ON COUNTER DISASTER STRATEGIES 

                FOR RECORDS AND RECORDKEEPING SYSTEMS

By JANUARY 2004  (Came into effect 21/06/02)

5.1 Compliance with Principle 1 – RISK ASSESSMENT

Minimum Compliance Requirements: -

·             A risk assessment of potential disaster events identifying threats to records  

                  and recordkeeping systems has been performed and documented. 

                  The assessments are documented within the ‘Disaster Recovery and   

                  Business Continuity Plan’ and ‘Vital Records Protection Plan’.

5.2 Compliance with Principle 2 – PLANNING

Minimum Compliance Requirements: -

·             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 documented within the ‘Vital Records Protection Plan’.

·             Council’s ‘Disaster Recovery and Business Continuity Plan’ documents  

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

                  annual review of the plan to reflect organisational and technological 

                  changes. 

5.3 Compliance with Principle 3 – VITAL RECORDS PROTECTION

Minimum Compliance Requirements: -

·              Council’s vital records are identified and documented in the 
                   ‘Vital Records Protection Plan’.

·              Vital records protection including recovery and restoration procedures are 

                   incorporated in Council’s ‘Disaster Recovery and Business Continuity 

                   Plan’ and described in detail in 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 and vault, locked storage cabinets and 

                   security fittings eg. barred windows, alarms and patrols. 

6. STANDARD - APPRAISAL & DISPOSAL OF STATE RECORDS                                                                                                                (Effective 2007)
6.1    Compliance with Principle 1 – Decisions for retaining and disposing of    records are based on analysis of business needs, organisational accountability and community expectations.
Minimum Compliance Requirements: -
· Decisions for the creation, capture and disposal of records are based on administrative, legal, social and recordkeeping contexts which are documented and detailed within the ‘Records Management’ Policy.
· Decisions are fully recorded in accordance with normal administrative practice, Council’s ‘Disposal Procedures’ and GDA10.  

Files which are destroyed are listed on file – HC-14-08-2/02 titled ‘Disposal Authorities Listings’
· Recordkeeping requirements and appraisal decisions are regularly reviewed in accordance with updates to State Records Standards and GDA10 revisions. 
6.2    Compliance with Principle 2 – Decisions made regarding the retention and disposal of records should include all records of the organisation in all formats.
Minimum Compliance Requirements: -
· Retention periods and disposal actions for Council records of ALL business functions are documented in GDA10 and disposal actions are strictly controlled by the provisions of GDA10.
· Legacy records of Council are disposed of in accordance with the provisions of GDA10.
6.3    Compliance with Principle 3 – Decisions and actions to keep, destroy or transfer records should be authorised.
Minimum Compliance Requirements: -
· Decisions to keep, destroy or transfer records are authorised by senior management and in accordance with State Records Transfer Guidelines and procedures in association with Council’s ‘Transferring of custody guidelines’.
· Disposal activities are managed in accordance with the ‘Disposal Procedures’ and relevant State Records guidelines and directives.
· Sentencing is monitored and managed by the Archival Support Officer and other Corporate Information staff, before disposal actions are permitted. 
6.4    Compliance with Principle 4 – Actions to keep, destroy or transfer records should be accountable.

Minimum Compliance Requirements: -
· Disposal of Council records is fully documented in accordance with Council’s ‘Disposal Procedures’ and listed on file – HC-14-08-2/02 ‘Disposal Authorities Listings’ which details the file numbers, relevant sentence number and relevant archival officer.
· Sentencing and disposal activities are carried out by experienced staff, under the direction of the Corporate Information Team Leader and Archival Support Officer who have the appropriate skills and knowledge.

6.5    Compliance with Principle 5 – Decisions to keep, destroy or transfer records should be routinely implemented.
Minimum Compliance Requirements: -
· Council’s ‘Disposal Procedures’ and ‘Transferring of Custody’ guidelines offer directions for the appraisal and disposal of Council records in all formats.
· Sentencing and disposal activities are undertaken as a regular part of the duties of the Archival Support Officer and other staff within the Corporate Information Section.  These activities are detailed in the ‘Records Management Policy and Disposal Procedures.

· Records which have been identified as State Archives in accordance with GDA10 and further detailed in GA 36 for electronic records, are transferred to State Records control in accordance with Council’s ‘Transferring of Custody’ guidelines.
 7.  CODE OF BEST PRACTICE FOR RECORDS    

      MANAGEMENT (AS 4390 redesignated AS ISO 15489) –

      By JANUARY 2002

The Code of Best Practice (AS 4390 / AS ISO 15489) is comprised of 6 sections detailed in AS ISO 15489.2 – 2002: (Records Management Part 2: Guidelines)

Records Management – Scope



-  Policies and responsibilities

-  Strategies, design and implementation

-  Records processes and controls

-  Monitoring and auditing

-  Training

Council will conform to the requirements described in – 

Australian Standard AS 4390 – Part 3: Strategies – Appendix C

Checklist for Performance Testing of Records Management Systems

(A Copy of the Checklist is on Pages 27 – 29 of the Appendix section.)

The Checklist covers –

Policies and Objectives

Records Management System

Practices and Processes –  Classification




   -   Registration

-   Indexing

Disposal

Storage, Handling and Equipment

Implementation Strategies – Training

-  Vital and Precedence Records

-  Disaster Planning

Objectives

The Code of Best Practice (AS 4390 / AS ISO 15489) complements the various Standards stipulated under the State Records Act 1998.

The Code provides guidance for the implementation of records management strategies, procedures and practices and is used to measure the effectiveness of records management systems and programs.

8.  THE ADOPTION OF NEW METHODS AND TECHNOLOGIES TO MANAGE RECORDS IN PHYSICAL / ELECTRONIC FORMS

By Early 2007

Council is required to effectively manage all records or recorded information in any form, including data in computer systems, created or received and maintained by Council or individual staff in the transaction of business or the conduct of affairs and kept as evidence of such activity.

The effective management of records in paper form is captured, maintained and retrieved using the TRIM Context system.

The effective management of electronic records including e-mail is reliant on Council staff registering and capturing them into TRIM Context.

The use of TRIM Context effectively addresses the requirements under the State Records Act to effectively manage records in all formats.
The requirements for evidence of business activity conducted electronically, using new information or business systems, will be identified and documented as part of the functional requirements of any proposed system.  

These new systems must be able to demonstrate that all business transactions are adequately documented providing the necessary recordkeeping requirements of the business activity concerned.

Council will comply with the Standards on ‘Managing a Records Management Program’ and ‘Full and Accurate Records’ effective April 2004. 

The implementation of TRIM Context in May 2007 affectively demonstrates compliance with requirements in relation to managing Council records in all formats.

Increasingly there is a requirement to demonstrate effective Knowledge Management incorporating the management and use of information from differing formats and sources into an effective Corporate Knowledge system.

The effective use of TRIM Context is intrinsic to effectively managing records in all formats to meet operational business needs, accountability requirements and community expectations.    

9.  ADMINISTRATIVE STRUCTURE

An organisational chart detailing the location of the records management program in Holroyd Council’s organisational structure is included in the Appendix.

The records management program is located within the Corporate and Financial Services Department and reports to the Manager of Administrative Services known as Council’s Nominated Senior Officer.

PROCEDURE – CAPTURING ‘FINAL VERSION’ DOCUMENTS INTO TRIM DESKTOP

This procedure relates to the capture of Word documents into TRIM Desktop.

Firstly when saving documents into TRIM Desktop the general premise is that they should be the FINAL VERSION - ONLY that is being saved into TRIM - if it’s a draft or requires further amendments the document should be saved into the local directory at this point.

This premise then negates the need to 'edit' these documents once they are in TRIM by checking-out and checking-in again.

The issue of authenticating electronic copies of outward correspondence has been raised - investigations are being conducted into the possible use of 'electronic signatures' however, other Councils using similar systems to Holroyd currently do not use electronic signatures at present.

In the interim (until further investigations are completed) the following process is to be adopted when saving FINAL Versions into TRIM Desktop.

TRIM has an extensive audit trail process which ensures that ANY amendments or modifications to TRIM documents are detailed and ensures the overall security of documents once they are saved into TRIM Desktop / Context.

When the 'Electronic Document' form is completed which saves your completed FINAL VERSION into TRIM the field - 'Save Document as Final Version' - is automatically ticked.  If there is a very valid reason that you are saving a version other than the FINAL version and wish to edit the document at a later time this field can be un-ticked - however, this means that ANY officer can make modifications to the document until it is made FINAL.

Once the Electronic Document capture form is completed and you click on OK the document is effectively LOCKED IN as a FINAL version and CANNOT be altered or edited, effectively ensuring that this will be a true 'copy' of what was sent out or the actual authorised final version of a report or memo etc.

In this way we can ensure that documents saved into TRIM are the authorised FINAL version and can be relied upon as evidence if required at a later date.

Also by placing the field on the electronic document entry form it ensures that documents are made FINAL at the time of capturing into TRIM rather than completing an additional step by going to 'Electronic - Final' in TRIM Desktop / Context.

If there is a valid reason that an actual signature is required to be captured into the system (Eg major contract agreement etc) the outgoing signed correspondence can be scanned in prior to dispatch, however the majority of daily outgoing correspondence does NOT require this level of protection.

SAVING DOCUMENTS INTO TRIM DESKTOP / CONTEXT
TRIM Context / Desktop was implemented on the 30th April 2007 with some changes being made to the existing business processes.  Physical correspondence is scanned into the system and Word documents / E-mails can be captured into TRIM Desktop / Context by the user completing the ‘Electronic Document’ form.

The overall premise of the new system is to be able to capture as near to 100% of incoming information as possible to ensure that Council's corporate memory is protected and information is distributed to the right person at the right time.

FAXES

Corporate Information staff will continue to administer the main incoming fax line 9840 9734 however; there are a number of fax machines around Council which accept incoming faxes.  
If a fax is received which contains information relating to official ‘business activity’ it is essential that the fax be forwarded to Corporate Information for registration.

A ‘fax gateway’ will be phased in to capture faxes electronically, however until this new technology is operative faxes will continue to be captured into the system by printing them off in hard copy and scanning them into TRIM Desktop / Context.

E-MAILS

Currently official e-mails addressed to Council are received at various e-mail addresses such as:  hcc@holroyd and positions@holroyd. These e-mails are captured by Corporate Information staff into the TRIM system.
E-mails which conform to the guidelines on ‘business activity’ addressed to or sent from individual addresses (such as David.Brown) will be required to be captured into TRIM Desktop / Context.   

If you have OUTLOOK on your PC the easiest method of capturing business related individual address e-mails is to click on the TRIM icons in the Outlook toolbar. 

If you wish to save the e-mail attachment ONLY click on the ‘Catalog Attachment Only’ icon and then click on the OK button when the ‘Electronic Document’ screen appears. 

Enter appropriate subject information as outlined in the ‘Quick Guide: Writing Good Document Titles’, the container and author information and click on the OK button. 

The e-mail is then saved into TRIM Desktop / Context.

If you wish to save the e-mail message (if it has meaning) and ALSO the attachment click on the ‘Catalog’ icon in the toolbar and repeat the steps above for saving the document into TRIM Desktop / Context.

If you have OUTLOOK EXPRESS the easiest method of capturing business related individual address e-mails is to forward them to the address hcc@holroyd.nsw.gov.au where Corporate Information staff will enter them into TRIM Desktop / Context system.

If you have any questions relating to the processing of faxes or e-mails please direct them to Ian on ext 9735 or Julie on ext 9738.
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