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8.34 RECORDS MANAGEMENT AND DISPOSAL               

Summary Page

	8.34.1.1 Policy Overview
All records created in the Department are subject to the provisions of the State Records Act 1998.

All records must pass through the hands of the corporate records manager, who is responsible for determining the appropriate disposal of all departmental records. No other officer may approve the disposal of records and it is an offence to dispose of records other than in accordance with the State Records Act 1998.

All records will be stored at Command and Regional Offices correctional, transitional or detention centres, district offices, head office, and court complexes etc and controlled by the Department, until withdrawn by the corporate records manager in accordance with specific arrangements. 

Purpose                                 This policy:

· establishes the framework for the management of all departmental records, and
· serves as a reference point for the implementation, application and effectiveness of good record keeping through out the Department.
Scope                                    This policy applies to all staff who work in correctional  
                                               centres, court cell complexes, and periodic detention 
                                               centres.

Strategic Focus                    Corporate Plan 2006-2009
IC&T Strategic Plan 2004-2007

Legislation                            State Records Act 1998 

Related Policies                    S12.25.3- Video Recording-Use of Force, OPM

           &

Documents

ACO/SACD                                98/029




Definitions

	Record

Record Keeper
	A record is identified by its relevance in a business sense and is any information created, received and maintained in electronic, paper or other medium that provides evidence of business activity including decision-making.

All staff members, who create and use records on a daily basis.



	Record Representative
	Nominated staff member at a within units/divisions who manages and maintains the record management operations in their area; supports record keepers in their area including registering and creating files, conducting the disposal processes and census of files etc.



	TRIM


	Tower Record Information Management is the software application selected by the Department as its Records Management System 



	OIMS
	Offender Integrated Management System



	MIMS/ELIPSE
	Mincom integrated management software-Ellipse-version.




8.34.2 
Records and Archival Management

The corporate records and Archival Management Policy and Procedures Manual establish a new framework for the management of one of the Department’s most vital resources, its documents and records. 

The primary reference points for the implementation, application and effectiveness of good record keeping throughout the Department are:

1) The Corporate Records & Archival Management Policy, and

2) The Corporate Records and Archival Management Procedures Manual. 

These documents establish standards and set responsibilities for the management of all departmental records as required under legislation.  

Note: Staff are responsible for ensuring that at a minimum, records are attached to a file created and registered in TRIM. Managers are responsible to ensure that official records of the Department are managed in accord with the Departments policy and procedures.
Note: The Executive Director, Information Management & Technology is responsible for overseeing the Record and Archival Management. The Corporate Records and Archival Manager is directly responsible for the effective functioning of this program.

8.34.3 
Scope of the Manual 
· Data captured in primary Corporate Business Systems such as OIMS and MIMS/Elipse need not be replicated in TRIM, however all staff are responsible to ensure the safe and secure management of all other paper and electronic records in a way that facilitates future access. TRIM provides the tool for staff to establish this responsibility. 

· Staff are also required to ensure that information of relevance to the business is captured and attached to a registered file. This includes emails, file notes of important discussions, action and advice received. Files should also be used to forward memoranda and other documents to other parties to ensure a record of dissemination is maintained.

· Staff are referred to the Corporate Records and Archival Management Policy and Procedures Manual on the Information Management and Technology Intranet page for a comprehensive reference to the Department’s record management requirements.

8.34.4  
Record Keepers / Record Representatives 

Managers are responsible to ensure that all staff are aware of their responsibilities as record keepers and that nominated record representatives are adequately trained to provide administrative support to the record management practices in each area. The Brush Farm Academy and Corporate Records and Archival Branch can provide assistance in the area of training. 
8.34.5  
Security
The four major records management security levels are: 

· highly protected;

· protected;  

· in confidence; and 

· unrestricted.

Guidelines to help staff to help staff determine which security category their documents fall into are available in Section 4 of the Record Management Procedures Manual. 

Note: All files should be classified in one of the security levels.  Access  to highly protected, protected and in confidence records will be limited to staff with the appropriate security clearance level. Other security measures and access restrictions may be established by request from the General Managers / Branch Heads through the Corporate Records Manager. 

The Department promote “clean desk” practices in the interest of security. When not used files should be stored in a manner appropriate to their security category.
8.34.6  
File Creation and Management
Files play a crucial role in the successful storage, movement and retrieval of documents. Once a corporate record has been created or received it should be at the least be placed in a TRIM registered file. This includes physical (hard copy) and electronic documents including emails sent and received.  

In some areas it is a requirement to register individual documents. Each file should have a unique File Title and File Number. Business procedures for requesting new files and volumes, for using files day-to-day, and for moving and resubmitting files are clearly outlined and should be adhered to.  
8.34.7 
New files are required when:
a) existing  registered files do not adequately reflect the subject or a new subject emerges;

b) existing volumes are full; and

c) the original paper file is lost

Note: Staff should register file movements and complete the movement section on the front cover of the file. The resubmit function in TRIM allows staff to schedule and track future action required on a file.
8.34.8 
File Maintenance
TRIM is the Department records management software that manages the capture and storage of electronic and hard copy document records.  The Department’s corporate standard for official files including file covers, labels, attachment devices and file numbering is clearly outlined in the Department’s Record Management Procedures Manual.
Departmental corporate file covers have been designed to incorporate the TRIM generated file label, which includes the details of the TRIM record type, file title and file number. 

8.34.9 
Managing Electronic Mail (E-Mail)
E-mails are a growing source of corporate records and knowing which emails to save in official files is critical. E-mail should be viewed in the same manner as physical documentation (e.g. a record of a business transaction).  

It is the responsibility of the creator (and in some instances the recipient – where the email supports an action or a decision) of an email to ensure that, where the email constitutes a record, it is placed on the relevant Departmental file using TRIM system.   

A file note is a record of phone conversations, other discussions or advice and serves as an effective official record as opposed to a diary entry.  This can be placed in a registered file electronically or physically and individually registered in TRIM.
8.34.10 
Thesaurus Titling
The thesaurus is the corporate standard for allocating titles to official files and documents. All staff must use the thesaurus when allocating titles to files. The terms in the thesaurus are standard across the whole of the Department.  

Using the thesaurus will ensure that the title of records will be consistent throughout the Department.  Allocating a title in accordance with  the thesaurus will ensure easy storage, retreval and management of documents and files.  Being a dynamic document the thesaurus will be subject to change and development in order to meet the ongoing needs of the Department. The Corporate Thesaurus is available on the intranet. 
8.34.11 Disposal
Disposal involves the implementation of an appraisal process. This process includes decisions regarding:

a) retention; 
b) archiving; and/or 

c) destruction of records from the record keeping systems.  

The Records Representatives in each area will initiate and coordinate disposal processes in consultation with and under authority of the Corporate Records Manager.

Note: Official records can only be disposed off in accordance to approved ‘disposal authority’ procedures and in consultation with the Corporate Records Manager.
8.34.12 Monitoring and evaluation
The responsibility of monitoring and evaluating record management rests with the Corporate Records Manager, IC&T. 
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