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	Record Management




Policy:

Burnett Respite Service Inc. will ensure that full and accurate records are established, managed, preserved and disposed of in a manner that satisfies all legal, administrative, cultural and business requirements.

Aims:

This policy aims to ensure that:

1. The organisation meets all legislative requirements for the development and maintenance of full and accurate records;

2. The organisation’s activities and conduct are accurately documented through the generation and maintenance of records that are managed in a manner that conforms to best practice;

3. All staff are aware of their responsibilities in the management of records in line with relevant legislation; and

4. Enhanced services are provided to all clients through the better management of the organisation’s records.

Responsibilities:

The Board of Management is responsible for ensuring that:

1. The organisation creates and maintains full and accurate records in line with current legislative requirements.

The General Manager is responsible for:

1. Ensuring all staff have an understanding of, and adhere to the prescribed policies;

2. Ensuring all records are correctly managed in line with legislative requirements; and

3. Monitoring all policy and practices, and provide advice to the Board of Management on improvements needed, or changes to legislation.

All staff are responsible for:

1. Ensuring they have an understanding of and adhere to the organisation’s policy on the creation and maintenance of records; and

2. Maintaining the required level of privacy and confidentiality when creating, maintaining, preserving and disposing of records held by the organisation.

1.  What records need to be kept?

1. It is noted that, as records are evidence of the business of, and the activities carried out by the organisation, the following are indicative of the records that need to be kept:

a) Formal minutes of meetings and committees;

b) Documents relating to the business of the organisation i.e. financial reports and records;

c) Approvals to undertake actions;

d) Client files and documents;

e) Final versions of reports;

f) Policies and Procedures;

g) Documents relating to general business of the organisation i.e. Invoices, orders, receipts;

h) Grievances and Complaints;

i) Contracts and Agreements; and

j) Budget submissions and decisions made.

 2.  Record management:

1.  Record management is the practice of managing records collected by the                                                                                                                                                                                                                                organisation in a manner that meets legislative requirements, operational necessity and community expectations.

Management practices should ensure that all records held by the organisation are:

a) Kept according to relevant legislation and for the length of time that reflects their value;

b) Accessible to all persons who have legal access to them; and

c) Disposed of in a manner that maintains confidentiality and integrity of the information.

3.  Access to Records:

Access to records and acknowledgement of their existence should only be made to persons with suitable authority.

A. Administrative Access:

 The General Manager can provide access to records, which are active or         inactive for administrative purposes.


B. Personnel Records:

Staff have the right to view any files or records about themselves in most cases, including documents with adverse comments/findings about them. Access to personnel files is through the General Manager.

4.  Retention of Records

All records are to be retained in secure and appropriate storage for not less than the period of time legislated for a specific type of record. A general guide to the length of time records should be retained can be found in ‘General Retention and Disposal Schedule for Administrative Records’, Queensland State Archives. The General Manager is responsible for ensuring all records are retained for the appropriate period.

5. Data Security:
1. Administration staff will maintain two backup discs for the purpose of ensuring all records are maintained. All financial records are to be copied onto a backup disc each night. This disc is to be kept off site at a location determined by the General Manager. A second backup disc is to be used the following night, thus ensuring a maximum of one working day’s records can be lost due to any breakdown related to technology or individual activities;
2. Individual staff may be provided with an appropriate hand-held device to be used to backup their own data from a computer or the individual’s file located on the organisation’s intranet; and

3. Access to the organisation’s data base is to be provided on a needs basis by the General Manager. Any unauthorised access to the data base by staff will be deemed a breach of the organisation’s Privacy and Confidentiality Policies and dealt with via the disciplinary process.
6. Disposal of Records:

1. Paper based records;

 Disposal of paper-based records is to be carried out in a method appropriate to   the sensitivity of the records. The preferred methods of destruction are:

a) Shredding; or

b) Pulping.

2. Technology-based records:

Due to the uncertainty of long-term retention of technology-based records due to outdated technology or corrosion over time, records of this nature must be copied to new media before the original degenerates.
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