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R25. Records Management Policy  
 
Title:    Records Management Policy 
  
Policy No:  R25 
 
Keywords: Record, Council Record, Activity, Appraisal, Archive, Document, Electronic 

Document, Electronic Record, File, Recordkeeping, Records management, 
Transaction 

 
Responsible Officer: Executive Manager, Corporate Services 
 
 
1. PURPOSE AND AUTHORITY 
 
A Records Management Program has been established by Manly Council in accordance with the State 
Records Act 1998 (NSW). This policy provides a framework and outlines responsibilities for the operation of 
Manly Council’s Records Management Program. 
 
2. POLICY STATEMENT 
 
Manly Council is committed to capturing and managing evidence of its business in the form of Council 
records.  
 
Council records are defined as: 
 

Information created, received, and maintained as evidence and information by Council, in pursuance 
of its legal obligations or in the transaction of Council business. 

 
3. PRINCIPLES 
 
Capturing and managing records assists Council by enabling: 
 

 long term planning; 

 quality reporting; 

 fast and accurate customer service; and 

 Council’s capacity to meet legal, financial and accountability requirements. 
 
4. SCOPE 
 
This Policy applies to all Council officials including staff and contractors engaged by Council. 
 
This Policy applies to all aspects of Council business, all records created during business transactions, and 
all business systems used to create records including email, facsimiles, database applications and websites. 
 
5. DEFINITIONS 
 
Activity 
 

Any one or more of the major tasks performed by an organisation to accomplish 
each of its functions. An activity should be based on a cohesive grouping of 
transactions producing a singular outcome.  See 'Function' and 'Transaction' 
 

Appraisal 
 

The process of evaluating business activities to determine which records need to be 
captured and how long the records need to be kept, to meet business needs, the 
requirements of organisational accountability and community expectations. AS 4390 
Part 1 Clause 4.3 
 

Archive 
 

The whole body of records of continuing value of an organisation or individual. 
Sometimes called corporate memory. AS 4390 Part 1 Clause 4.4. 
 
The whole body or group of records of continuing value of an agency or individual. 
 
An accumulation of series or other record items with a common provenance, or of a 
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distinct organisation, body or purpose. Ellis (ed), Keeping Archives, p. 462 
 

Archives 
 

Those records that are appraised as having continuing value. AS 4390 Part 1 Clause 
4.5. 
 
Traditionally the term has been used to describe records no longer required for 
current use which have been selected for permanent preservation. Also referred to 
as permanent records. 
 
The place (building/room/storage area) where archival material is kept. 
 
An organisation (or part of an organisation) responsible for appraising, acquiring, 
preserving and making available archival material. 
 

Business activity  
 

An umbrella term covering all the functions, processes, activities and transactions of 
an organisation and its employees. Includes public administration as well as 
commercial business. AS 4390 Part 1 Clause 4.6. 
 

Business 
classification 
scheme  
 

A conceptual model of what an organisation does and how it does it. It involves the 
identification and documentation of each business function, activity and transaction 
and the documentation of the flow of business processes, and the transactions which 
comprise them. It can be used to support a number of records management 
processes. 
 

Business 
continuity planning  
 

A process of identifying, preventing or preparing for events that may interrupt 
business activities to protect critical business processes from the effects of major 
failures or disasters. 
 
These events may include natural disasters, accidents, equipment failures and 
deliberate actions. Based on AS/NZS 17799 Clause 11.1 
 

Control 
 

Control systems and processes associated with records management include: 
 
• registration - which provides evidence of the existence of records in a 
recordkeeping system; 
• classification - which allows for appropriate grouping, naming, security protection, 
user permissions and retrieval; 
• indexing - which allocates attributes or codes to particular records to assist in their 
retrieval; and 
• tracking - which provides evidence of where a record is located, what action is 
outstanding on a record, who has seen a record, when such access took place and 
the recordkeeping transactions that have been undertaken on the record. 
 

Disposal 
 

A range of processes associated with implementing appraisal decisions. These 
include the retention, deletion or destruction of records in or from recordkeeping 
systems. They may also include the migration or transmission of records between 
recordkeeping systems, and the transfer of custody or ownership of records. AS 
4390 Part1 Clause 4.9 
 

Document 
 

Recorded information or object which can be treated as a unit. AS ISO 15489 Part 1 
Clause 3.10 
 
Document means any record of information, and includes:• anything on which there 
is writing, or 
• anything on which there are marks, figures, symbols or perforations having a 
meaning for the person qualified to interpret them, or 
• anything from which sounds, images or writings can be reproduced with or without 
the aid of anything else, or 
• a map, plan, drawing or photograph. 
Evidence Act 1995 (NSW) 

 
Some documents are records because they have participated in a business 
transaction, or were created to document such a transaction. Conversely, some 
documents are not records because they do not function as evidence of a business 
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transaction 
 

Electronic 
documents  
 

A collection of electronic data which may be produced by the creation of original data 
(typically a text document, small database, spreadsheet, graphic created within the 
office environment) or by the combination of existing data (which may include data 
extracted from data files and databases). It should be managed as a unique entity by 
means of a standard set of descriptors. 
Information Exchange Steering Committee, Management of Electronic Documents in 
the Australian Public Sector, p. 12 
 

Electronic 
messages  
 

A general term covering all forms of electronically-mediated communication. This 
includes electronic mail for text messages and an equivalent service that uses 
recordings of spoken messages, known as voice messaging. It may also include 
computer conferencing and videotext. Also used as synonymous with electronic mail. 
Gunton, The Penguin Dictionary of Information Technology, p. 100 
 

Electronic records  
 

Records communicated and maintained by means of electronic equipment. AS 4390 
Part1 Clause 4.13. 
 
Records capable of being processed in a computer system and/or stored at any 
instant in a medium which requires electronic or computer equipment to retrieve 
them. Ellis (ed), Keeping Archives, p. 469. 
 

File 
 

An organised unit of documents, accumulated during current use and kept together 
because they deal with the same subject, activity or transaction and which may or 
may not be fastened together with or without a cover. 
 
The action of placing documents in a predetermined location according to an overall 
scheme of control. Ellis (ed), Keeping Archives, p.470 
 
A file is a collection of documents, which show organisational activities through an 
identifiable sequence of transactions. Individual documents on the file have 
relationships with each other, for example a letter and a reply, and a reply to that 
etc., which are preserved by being kept on file in the right order and are part of the 
evidence in the records. A file can be physical or electronic. 
 

 
Function 
 

 
Functions represent the major responsibilities that are managed by an organisation 
to fulfil its goals. Functions are high-level aggregates of the organisation's activities. 
 
Functions are generally not based on organisational structures because they are 
more stable than administrative units, which are often amalgamated or devolved 
when restructuring takes place. 
 

Normal 
administrative 
practice  
 

Disposal of ephemeral or facilitative records without the formal authorisation of State 
Records. See State Records Act 1998 (NSW)s. 22 and State Records Regulation 
2010. 
 

Original order  
 

The order in which records and archives were kept when in active use, i.e. the order 
of accumulation as they were created, maintained and used. The principle of original 
order requires that the original order be preserved or reconstructed unless, after 
detailed examination, the original order is identified as a totally haphazard 
accumulation making the records irretrievable (but not an odd, unorderly or difficult 
arrangement). Ellis (ed), Keeping Archives, p. 475. 
 

Public office  
 

Public office means each of the following: 
 
(a) a department, office, commission, board, corporation, agency, service or 
instrumentality exercising any function of any branch of the Government of the State 
(b) a body (whether or not incorporated) established for a public purpose 
(c) a council or county council under the Local Government Act 1993 
(d) the Cabinet and the Executive Council 
(e) the office and official establishment of the Governor 
(f) a House of Parliament 
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(g) a court or tribunal 
(h) a State collecting institution 
(i) a Royal Commission or Commission of Inquiry 
(j) a State owned corporation 
(k) the holder of any office under the Crown 
(l) any body, office or institution that exercises any public functions and that is 
declared by the regulations to be a public office for the purposes of this Act (whether 
or not the body, office or institution is a public office under some other paragraph of 
this definition).  State Records Act 1998 (NSW) 
 

Recordkeeping 
 

Making and maintaining complete, accurate and reliable evidence of business 
transactions in the form of recorded information. AS 4390 Part 1 Clause 4.19. 
 
Recordkeeping includes the following: 
(a) the creation of records in the course of business activity and the means to ensure 
the creation of adequate records; 
(b) the design, establishment and operation of recordkeeping systems; and 
(c) the management of records used in business (traditionally regarded as the 
domain of records management) and as archives (traditionally regarded as the 
domain of archives administration). AS 4390 Part 3 Foreword 
 

Recordkeeping 
requirements  
 

Requirements arising from regulatory sources, business needs and community 
expectations that identify the types of records that should be created and the 
management framework needed in order to have, and accountably manage, all the 
business information that is necessary for an organisation. 
 
Record means any document or other source of information compiled, recorded or 
stored in written form or on film, or by electronic process, or in any other manner or 
by any other means. 
State Records Act 1998 (NSW) 
 

Recordkeeping 
systems  
 

Recordkeeping systems are business information systems capable of: 
• capturing 
• maintaining and 
• providing access to records over time. 
 

Records 
 

Information created, received, and maintained as evidence and information by an 
organisation or person, in pursuance of legal obligations or in the transaction of 
business. AS ISO 15489 Part 1 Clause 3.15. 
 

Records 
continuum  
 

The whole extent of a record's existence. Refers to a consistent and coherent regime 
of management processes from the time of the creation of records (and before 
creation, in the design of recordkeeping systems), through to the preservation and 
use of records as archives. AS 4390 Part 1 Clause 4.22. 
 

Records 
management  
 

Field of management responsible for the efficient and systematic control of the 
creation, receipt, maintenance, use and disposition of records, including processes 
for capturing and maintaining evidence of and information about business activities 
and transactions in the form of records.  AS ISO 15489 Part 1 Clause 3.16. 
 

Records 
management 
program  
 

A records management program encompasses the management framework, the 
people and the systems required within an organisation to manage full and accurate 
records over time. This includes the identification and protection of records with 
longer-term value that may be required as State archives. 
 

Transaction 
 

The smallest unit of business activity. Uses of records are themselves transactions.  
AS 4390 Part 1 Clause 4.27. 

 
6. IMPLEMENTATION 
 
In order to implement this policy Council will: 
 

 maintain a recordkeeping program as is prescribed in the State Records Act 1998 (NSW); 
 

http://www.records.nsw.gov.au/recordkeeping/government-recordkeeping-manual/rules/standards/managing-a-records-management-program/managing-a-records-management-program
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 establish a plan for identifying and achieving long and short term recordkeeping goals; 
 

 assign appropriate responsibilities for records management/recordkeeping in position descriptions, 
work plans and the Policy, to ensure staff are aware of their responsibilities; 

 

 develop and conduct regular training sessions for all staff, to ensure they are aware of their 
recordkeeping responsibilities and how to meet them; 

 

 identify and document the recordkeeping requirements of council and assess business systems to see 
if they are meeting requirements; 

 

 conduct annual recordkeeping audits to determine if council is meeting its business requirements; 
 

 review this Policy on an annual basis, with the review taking the form of a report provided to the  
Executive Management Team, outlining its implementation, each July; 

 
Policy Implementation Responsibilities 
 
The General Manager is responsible for establishing Council’s recordkeeping framework.. As well as 
ensuring that Council complies with the requirements of the State Records Act 1998 (NSW) and the 
standards and requirements issued under the Act, as well as other legislation relating to records 
management and recordkeeping. This includes the requirement for the public office to ensure that any 
records requiring technology to be read and understood remain readable and available for as long as they 
are required under the relevant Acts. 
 
Council Divisional and Executive Managers and Managers are responsible for the management of this 
policy. They will be required to demonstrably ensure that the recordkeeping requirements of the business 
activities of their directorate/section are being met. 
 
All staff are responsible for the creation of accurate and reliable records of any activity they undertake that 
relates to their work as a Council employee and for storage of that record in an authorised Council 
recordkeeping system. 
 
Records Manager is responsible for assisting Council Divisional and Executive Managers, Managers and 
staff to meet the recordkeeping requirements of Council. 
 
Recordkeeping Systems 
 
Council will maintain recordkeeping systems that are able to create and maintain authentic, reliable and 
usable records for as long as they are required to effectively and efficiently support Council business 
functions and activities. 
 
The recordkeeping systems will manage the following processes: 
 

 creation or capture of records within the recordkeeping system  

 storage of records 

 protection of record integrity and authenticity 

 security of records 

 access to records 

 disposal of records.  
 
7. MONITORING AND BREACHES 
 
Regular monitoring of compliance with this policy, relevant legislation and Manly policies and procedures will 
be undertaken and documented by the responsible officer for this policy. 
 
Breaches of this policy are considered to be breaches of Manly Council’s Code of Conduct and therefore 
invoke the relevant sanctions outlined in that Code.  Persons in breach of any legislation may be subject to 
relevant criminal action. 
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8. REPORTING 
 
A report will be provided to the Executive Management Team, outlining this policies implementation, each 
July. 
 
9. POLICY REVIEW 
 
This policy will be reviewed every 2 years.  Any changes to the State Records Act 1998 (NSW) will activate 
an immediate review of this policy. 

For the purposes of carrying out and giving effect to this policy, the General Manager may from time to time 
prepare, adopt or vary, and otherwise issue to Council staff, guidelines and directions relating to any aspect 
of this policy. 

Any recognised change to relevant legislation; or directives or guidelines issued by agencies including the 
NSW Ombudsman and the Department of Local Government; or to Manly Council’s related guidelines and 
procedures will activate an immediate review of this policy to ensure it remains current and aligned to best 
practice policies. 
 
10. RELEVANT REFERENCES AND LEGISLATION 
 
Council will maintain recordkeeping systems that capture and maintain records with appropriate evidential 
characteristics in accordance with the following legislation:  
 
Local Government Act 1993 (NSW) 
Environmental Planning and Assessment Act 1979 (NSW) 
Government Information (Public Access) Act 2009 (NSW) 
Health Records and Information Privacy Act 2002 (NSW) 
State Records Act 1998 (NSW) 
General Disposal Authority – Local Government Records  
AS/ISO 15489  
 
Council will also ensure that all Council employees and contractors are aware of their recordkeeping 
responsibilities under legislation pertaining to their employment with Council.  
 
11. RELEVANT COUNCIL POLICIES 
 
Manly Council Code of Conduct February 2013 
Manly Council Access to Information Policy  
 
12. REVISION SCHEDULE 

Minute No Date of Issue Action Author Checked by 

 16 January 2009 First Draft prepared SINC Solutions Office 
Managers/Records 
Group 

 16 February 2009 Second Draft SINC Solutions Office 
Managers/Records 
Group 

 9 March 2009 Third Draft SINC Solutions RKUG 

 16 March 2009 Fourth Draft SINC Solutions RKUG 

 26 March 2009 Fifth Draft SINC Solutions User comments 
received, checked 
by RKUG 

 2 April 2009 Sixth Draft  SINC Solutions RKUG 

 21 May 2009  Seventh Draft  SINC Solutions General Manager 

 8 May 2009 Adopted Manly Council  General Manager 

 2 June 2009 Added to Manly 
Council’s Policy 
Register 

Manly Council Manager 
Administration 

 9 November 2010 Updated wording at 
item 2 and 9 to GIPA 

Manly Council Manager 
Administration  

PS53/11 2 May 2011  Periodic Review Secretariat, 
Corporate 
Services 

Manager 
Administration 
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 9 October 2011 Review & Update Records Manager RUG 

 16 November 2011 Review & Update Records Manager RUG 

 24 November 2011 Review & Update Records Manager RUG 

 30 November 2011 Review & Update  Records Manager RUG 

 06 December 2011 Review & Update Records Manager RUG 

 07 December 2011 Review & Update Records Manager Manager 
Corporate 
Governance 

 08 December 2011 Review & Update  Records Manager Manager 
Administration 

 25 July 2012  Review Records Manager Manly Council 
Legal Services 

 31 July 2012 Review Records Manager Corporate 
Governance 

 15 October 2012 Review complete. 
Approved by 
Executive 

Records Manager Manager, 
Administration 

(Internal Policy, Adopted by the Executive on 15.10.12) 

 September 2013 Policy revised as 
part of 
comprehensive 
policy review. 

Records Manager Legal and 
Governance 

PS16/14 3 March 2014 Periodic Review OM CSS Manager 
Governance 

     

 
 
  


