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Security classification: Public
	Component
	Details/example

	Policy statement
	Explain your agency’s commitment to recordkeeping.

[Agency name] is committed to meeting its recordkeeping obligations to make and keep full and accurate records.

[Agency name] will implement appropriate strategies, processes, applications and tools to ensure records of business activities are made and kept.

	Purpose/Objectives
	Explain what the policy aims to achieve.

This policy aims to ensure:

· accountability and increased efficiency including reducing time spent finding records and enhancing information sharing within the agency (where possible)

· compliance with [legislative, administrative or business requirements]

· consistent application of the principles within [relevant information standards]

· that all employees are aware of their recordkeeping responsibilities.

	Legislation
	Explain your agency’s requirements under relevant legislation and standards.

Under the Public Records Act 2002, [agency name] is required to make and keep full and accurate records of its activities. Full and accurate records are those records that provide reliable, complete and authentic evidence of business activities and decisions.

	Policy context
	Explain how the recordkeeping policy relates to broader information governance within your agency or other related policies.

This policy supports organisational information governance aims and goals, by aligning with:

· [related policies, strategies, initiatives]

	Principles
	Detail the underlying principles of the policy that will be applied to your agency.

Full and accurate records must be created and maintained for as long as required for legislative, business and accountability purposes.

Records must be captured in an appropriate application.

Records must only be disposed of with authorisation from the CEO or delegate.

[Any other principles specific to the agency]

	Scope
	Explain the application of the policy – what is covered (records of all formats) and who is covered (the entire agency).

For the purpose of this policy, a record is [agency’s definition of a record].

This policy covers public records created, commissioned, received by the agency or which the agency has a legislative responsibility.

This policy applies to all employees as defined by the Public Service Act 2008 [and/or relevant legislation].

[Specify what ‘employee’ means – i.e. contractors, volunteers, etc]

	Roles/Responsibilities
	Explain the recordkeeping responsibilities assigned to various positions or groups within your agency.

CEO/Director-General is responsible for:

· ensuring the agency makes and keeps full and accurate records of its business activities

[Recordkeeping Unit] is responsible for:

· managing recordkeeping activities to ensure compliance with legislative and best practice requirements.

· developing and implementing a recordkeeping program for the agency, including the development of a recordkeeping framework and disposal program.

· developing and implementing recordkeeping training and awareness programs

· undertaking disaster preparedness to ensure identification and management of vital records

Managers are responsible for:

· ensuring employees under their supervision are aware of their recordkeeping responsibilities and undertake training to ensure records are created and managed appropriately

· ensuring that their business area captures records in an appropriate application

· ensuring that their business area complies with this policy

All employees are responsible for:

· creating records of their business activities

· capturing records in an appropriate application

· ensuring records are kept for the required retention period in accordance with an authorised retention and disposal schedule

· securing records from unauthorised access

· complying with this policy.

	Delegations
	Explain who has appropriate delegation dealing with Restricted Access Periods for records in the custody of QSA or disposal of records (if applicable).

[Position, Location] is the delegated officer to approve disposal of public records under the Public Records Act 2002.

	Publication and review
	Detail the date of publication and review date.

	Approval 
	Approval by the CEO or Director-General.

	Optional components

	Recordkeeping applications
	Describe recordkeeping applications used within your agency.

	Glossary
	Clarify recordkeeping terms in the policy.

	Resources
	Provide links to more information – procedures and tools (e.g. a dedicated Email Recordkeeping Policy).
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