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IMPLEMENTATION TOOL

Keep the knowledge — Make
a record

WHAT EVERY TASMANIAN GOVERNMENT EMPLOYEE NEEDS TO KNOW ABOUT RECORDS

WHAT IS A RECORD?
Records provide evidence of business activity.
All information created, sent and received in the course of carrying out your job is potentially a record.

Whether something is a record or not depends on the information it contains and the context. For
example, a letter sent to a client or colleague granting approval is a record, whereas a letter to a friend
about something personal is not.

Records can be in paper, electronic or many other formats. Examples include:

e databases e minutes e spreadsheets

e documents e photographs e research data

e emails e policy and briefing papers ® text messages

o letters e samples and objects e transactional information in
® maps and plans e social media business systems

Regardless of their format, records enable you to explain or justify what you have done, show the extent of
your responsibility for decisions taken, and show the order of events and your role in them.

WHY DO RECORDS MATTER TO ME?

Managing your information and records effectively makes good business sense. It makes your job easier and
helps your colleagues.

If you regularly make records and keep them in the right places, it will be easier to:

locate information when needed

reuse good work that you or someone else has done in the past
determine the most recent version of a document

produce evidence as to why a particular decision was made

protect yourself, your clients, citizens and the Tasmanian Government.

In the long term, the records you make may also become part of Tasmania’s documentary heritage in the
State archives.
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WHAT ARE MY RECORDKEEPING RESPONSIBILITIES?

All staff, board members, elected representatives, volunteers and contractors have recordkeeping
responsibilities. These include:

making work-related records

keeping records in your organisational recordkeeping system

ensuring you don’t dispose of records without authorisation

complying with your organisational recordkeeping policies and procedures.

WHEN SHOULD | MAKE OR KEEP A RECORD?

Some records — such as those in workflow or other business systems are automatically created for you. At
other times, you must make a conscious decision to make or keep a record. Do so if you need to show:

what happened, when it happened or who was involved
what was decided or recommended and by whom
what advice or instruction was given

the order of events or decisions.

If you are not sure, ask yourself:

e Did | write, send, use or keep this in the course of my work?
e Am | (or is someone else) required to act on this?
e Will this information be needed in the future?

If you answer ‘yes’ to any of these questions, you should make or keep a record.

HOW SHOULD | TITLE OR NAME RECORDS?

Have you ever had trouble finding an email, document or file? Good titles and names make it easier to find
the information you need. Find out if your organisation has guidelines to follow, such as a file plan or
naming conventions.

Some general tips for naming records include:

be meaningful — people should be able to understand what the record is about by reading the title
avoid vague terms like ‘miscellaneous’ or ‘general’

provide details that distinguish between similar records — eg date, version or time period

spell out abbreviations and acronyms.

WHERE SHOULD | KEEP RECORDS?
Always keep records where your organisation needs them to be kept, that is, in approved locations.

If you keep records in your organisation’s corporate records management systems or other approved
locations, you don’t have to worry about how long they need to be kept. Other people will look after them
once they are in the right place.

CAN | DELETE OR DESTROY RECORDS?

Not all records need to be kept indefinitely. The retention or destruction of records is governed by
legislation, and you should always follow your organisation’s procedures when destroying or deleting
records.

Some records have short-term value and may be destroyed when you are finished with them. See Disposal
Schedule for Short Term Value Records (DA2158).
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WHERE CAN | GET HELP OR MORE INFORMATION?

For specific information about your organisational policies or procedures, contact your organisation’s
Records Manager.

The Office of the State Archivist provides whole-of-government policy advice and support on information
and records management. Visit our website for more information.
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CONTACT US

Office of the State Archivist | www.informationstrategy.tas.gov.au | osa@education.tas.gov.au | 03 6165 5581

Keep the Knowledge — Make a Record is part of the Tasmanian Government Information Management Framework. It
supports the Information and Records Management Standard. This is a living document and we will make minor
changes as needed. If you notice anything that needs updating, please let us know.

License URL: www.creativecommons.org/licenses/by/4.0/legalcode
B Please give attribution to: © State of Tasmania, 2020
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