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1. Introduction
Information Standard 40: Recordkeeping (IS40) and Information Standard 31: Retention and
Disposal of Public Records (IS31) support best practice recordkeeping in the Queensland
public sector. The principles in these standards are mandatory for all Queensland public
authorities under the Public Records Act 2002.
In compliance with IS40, all public authorities are required to implement a strategic approach to
recordkeeping that is endorsed by the public authority's Chief Executive Officer. Queensland
State Archives has developed this workbook and the accompanying Strategic Recordkeeping
Implementation Plan (SRIP) template to assist authorities to:
1. Ensure that recordkeeping is incorporated into the overall strategic planning framework
of the public authority as a key activity enabling and supporting the delivery of its
functions and services.
2. Document the recordkeeping objectives and vision of the public authority, ensuring that
objectives are prioritised and endorsed by senior management.
3. Document how the public authority will comply with IS40 by identifying the activities that
will be undertaken to bring the public authority’s recordkeeping program into alignment
with the principles outlined in the standard.
While a strategic approach to recordkeeping is required under Principle 1 of IS40, use of the
template is not mandatory. You may prefer to use an alternative methodology or template that
aligns to the planning approach of your public authority.

1.1.

How to use the workbook and template

It is recommended that the SRIP template is completed in conjunction with this workbook to
guide the development of a comprehensive strategic recordkeeping plan. Each section within
the template is addressed and explained within the workbook. By progressing through the
workbook sections you will be able to collate and analyse the information required to develop a
relevant SRIP, which can then be recorded in the SRIP template.
Please note that this workbook identifies some additional issues not included in the template.
These issues are important for consideration by public authorities when identifying and
evaluating strategic recordkeeping options but do not need to be included in the final plan.
To inform the development of the SRIP, research will need to involve staff with a good
knowledge of the public authority’s administrative development, culture and operations, current
recordkeeping environment and future directions. In most public authorities, this will mean
consulting (e.g. interviewing and information gathering) with officers from various areas (e.g. IT,
corporate development, audit).
While interviews and information gathering may be delegated, the corporate Records Manager
will in most cases undertake the analysis and completion of the SRIP template.
As your SRIP will need to be endorsed by your CEO, you will need to involve and consult with
senior management in the planning process.
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1.2.

Developing a strategic plan

Developing a strategic plan is an iterative process with the aim of mapping a clear path from
the present situation to a vision for the future. Through the development and implementation
of a recordkeeping strategy, your public authority will ensure a planned and systematic
approach to the creation, capture, maintenance, use and preservation of public records.
This workbook will assist you with the information gathering and analysis necessary to inform
the strategic decision making process. It supports the development of a strategic plan for your
public authority that will comply with the recordkeeping requirements of the Public Records Act
2002, IS40 and IS31, and responds to your specific business requirements.
Public authorities can also choose to use alternative planning processes to identify, evaluate
and implement improvements to your strategic approach to recordkeeping.
In order to develop an effective and realistic SRIP it is necessary to:
•

establish a profile of the public authority, with a comprehensive understanding of scope,
including business functions and current recordkeeping systems and processes

•

analyse any strengths, weaknesses and risks that may impact on the recordkeeping
requirements of the public authority.

Once a profile of the public authority has been established, the strategic recordkeeping
direction can be developed and implemented. It may include:
•

a vision statement (a high level statement that provides a broad image of the
recordkeeping future your public authority aspires to achieve)

•

objectives (strategic outcomes for your public authority based on a recordkeeping
vision, risk assessment and identified recordkeeping accountabilities)

•

strategies (broad strategies your public authority will implement to achieve each of the
plan’s stated objectives)

•

performance indicators (key indicators that will measure or verify how well your public
authority has realised the outcomes of each strategy).

The level of detail required for the SRIP for your public authority will be determined by:
•

the complexity of its regulatory and administrative environment

•

its size and the scope of its current recordkeeping program

•

the extent to which the current recordkeeping systems meet the recordkeeping
requirements of the public authority, as revealed in a strategic gap analysis.

To support the implementation of the strategic recordkeeping direction, it is recommended that
you also develop an appropriate governance framework.
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An example plan for developing a SRIP is included as Appendix A. More detailed project
planning may also be required when implementing specific strategies identified within the
SRIP. Further information for project planning is included in the Operational Recordkeeping
Implementation Plan (ORIP) workbook.

Further assistance

This workbook is based on the National Archives of Australia’s DIRKS – A Strategic Approach
to Managing Business Information – Steps A, C, D and E. For further information please refer
to the DIRKS Manual. 1
For more information, please contact:
Manager, Policy and Research
PO Box 1397
Sunnybank Hills QLD 4109
Queensland State Archives
07 3131 7777
info@archives.qld.gov.au

1

National Archives of Australia, DIRKS – A Strategic Approach to Managing Business Information, endorsed 2007
http://www.naa.gov.au/records-management/publications/DIRKS-manual.aspx
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2. Analysis of current recordkeeping systems and processes
2.1.

Public authority profile

The purpose of this section is to collect information about the administration and structural
characteristics of your public authority. Through this exercise you will obtain an understanding
of the factors influencing your public authority’s need to create and maintain records and
establish a profile of your public authority’s main functions, activities and major stakeholders.
The profile of your public authority can then be used to evaluate the scope of its recordkeeping
requirements and to undertake a risk assessment.
Changes within the administration, function and scope of a public authority create
recordkeeping challenges. Knowledge of your public authority’s background, and significant
developments affecting it, can help you understand current recordkeeping challenges.
Compiling the information in the table below will assist in establishing this background.
For further assistance, refer to Step A in the DIRKS Manual.2
Name of public authority

The official title of the public authority as it appears in the
official instrument of establishment. It may also be useful to
include other operating names.

Sector

• Government Owned Corporation
• Local Government
• Ministerial Office
• State Government
• Statutory Authority
• Other
Complete Table 1 in the SRIP Template to indicate the
number of full time employees, dedicated recordkeeping
positions and geographically separate offices. 3
To ensure your public authority’s strategic and operational
recordkeeping plans are relevant and comprehensively cover
all records, including those of any agencies for which the
public authority is wholly or partly responsible, it will be
necessary to identify these agencies.
Include boards, committees and statutory authorities for
which the public authority provides recordkeeping services.4
Include information such as:
• Date of establishment
• Mandate/Establishment Legislation
• Major changes in administrative structure and functions
• Name changes and year
• Current main functions and responsibilities

Size of public authority

Scope of public authority

History of public authority

2

National Archives of Australia, DIRKS – A Strategic Approach to Managing Business Information, endorsed 2007,
http://www.naa.gov.au/Images/dirks_part2_tcm2-956.pdf

3

It may be useful to include an organisational chart indicating officers or sections with recordkeeping responsibilities
as an appendix to your SRIP.
4
These authorities will need to be considered and included in the scope of your strategic and operational plans
where relevant.
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2.2.

Recordkeeping profile

The purpose of this section is to gather information about the public authority’s recordkeeping
systems and processes to assist with the identification of gaps, strengths and risks. By
determining whether recordkeeping requirements are being met and identifying the
functionality or characteristics of existing systems, this step will help you identify both
recordkeeping and business information systems, and existing recordkeeping behaviour.
By completing an assessment of your existing recordkeeping systems and processes you will
gain:
•

an understanding of the strengths and weaknesses of your public authority’s existing
recordkeeping and information management practices

•

an appreciation of your public authority’s potential exposure to records related business
and accountability risks (caused by the strengths and weaknesses of your public
authority’s existing practices), and

•

an informed basis for developing strategies to address your prioritised recordkeeping
requirements.

The principle outcome of this exercise is the development of a broad profile of your public
authority’s current recordkeeping systems and processes.
For further assistance, refer to Steps B, C and D in the DIRKS manual.5
Recordkeeping and business systems
Recordkeeping and business systems may be paper-based, electronic, or hybrid systems
which include both electronic and paper-based information. Requirements under the Public
Records Act 2002, and IS40 and IS31, apply to records in all formats, including technologydependent records, such as email, documents and records in business systems, as well as
audio-visual records. While the same requirements apply, different strategies and techniques
may be required to ensure these formats are created, captured and remain accessible for their
full retention periods in accordance with authorised Retention and Disposal Schedules.
You should survey and document all the recordkeeping and business systems within your
public authority as part of establishing the current status of recordkeeping within the public
authority.
When identifying systems it is also necessary to examine the supporting infrastructure that
makes the system work. This includes:
•

the people who use and/or manage the system

•

policies governing the use of the system

•

rules and procedures for operating the system and

•

associated tools, such as a controlled language thesaurus, or metadata requirements.

55

National Archives of Australia, DIRKS – A Strategic Approach to Managing Business Information, endorsed 2007,
http://www.naa.gov.au/Images/dirks_part2_tcm2-956.pdf
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Business Classification Scheme
IS40 endorses a functional approach to managing records, where records are classified and
arranged according to the functions and activities they document. A Business Classification
Scheme (BCS) supports recordkeeping compliance with IS40 and IS31 and is usually derived
from a detailed analysis of the business processes of a public authority. Indicate within the
template if your public authority has a BCS and if it is based on:
•

subjects

•

functions, or

•

organisational structure.

You may also wish to note other relevant issues, such as whether the BCS requires updating
or if it is implemented throughout the organisation.
Example:
[Public authority] has undertaken a detailed analysis of business processes and developed a
Business Classification Scheme which is based on [subjects/functions/organisational
structure]. Details of this BCS are included within [Appendix x] 6
Retention and Disposal of Public Records
Under IS31 all public authorities are required to ensure disposal of records only occurs in
accordance with a current Retention and Disposal Schedule approved by the State Archivist.
All public authorities can use the General Retention and Disposal Schedule for Administrative
Records
Retention and Disposal Schedules have also been developed for specific public authority
sectors. In this case, the relevant sector schedule, such as the Local Government Sector
Retention and Disposal Schedule, will apply to your records. If you have a current Retention
and Disposal Schedule for your core business records that has been approved by Queensland
State Archives, use the template to indicate its Queensland Disposal Authority Number
(QDAN)
Example:
Records may only be disposed of in accordance with [insert public authority’s retention and
disposal schedule title, QDAN xxxx] or Sector Retention and Disposal Schedule or General
Retention and Disposal Schedule for Administrative Records if there is not a core business
schedule. 7
Regulatory and legal framework
In order to understand the environment in which your public authority functions it is necessary
to identify the regulatory and legal framework it operates within and any Whole of Government
legislation with recordkeeping implications under which all public authorities operate.
Consideration should also be given to any corporate governance framework your public
authority operates under.

6

This section assumes your organisation has developed a Business Classification Scheme. If this is not the case the text should
be altered to reflect that.

7
This section assumes your organisation has an approved Retention and Disposal Schedule. If this is not the case the text should
be altered to reflect that.
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Example:
This document has been created in accordance with Queensland Government recordkeeping
legislation, policy, procedures, standards and guidelines which define best practice
recordkeeping for Queensland public authorities, including:
•

Public Records Act 2002

•

Right to Information Act 2009

•

Information Privacy Act 2009

•

Electronic Transactions Act 2001 (Qld)

•

Criminal Law (Rehabilitation of Offenders) Act 1986

•

Judicial Review Act 1991

•

Financial Accountability Act 2009

•

Financial and Performance Management Standard 2009

•

Evidence Regulation Act 2007

Identify any other specific regulations or legislation administered by or affecting the operations
of, the public authority:
Example:
• Health Act 1937
• Local Government Act 2009
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Other recordkeeping requirements
In addition to the previous list, identify any external and internal recordkeeping mandates with
which the public authority is obliged to comply (e.g. IS40, or an administrative order resulting
from an external audit or review of the public authority’s current recordkeeping processes).
Using the areas listed below as a guide, list those mandates affecting your public authority’s
recordkeeping requirements.
While a public authority may elect to outsource all, or part, of its recordkeeping activities,
responsibility for the capture, accuracy, completeness, reliability, management, etc, of its public
records in accordance with the principles outlined in IS40 and IS31 remains with the public
authority.8 The management of public records originating from outsourced functions and
services should also form part of the scope of your recordkeeping profile.
Business recordkeeping requirements are dictated by the needs of the public authority in terms
of enabling it to operate effectively (such as internal reporting, information or accountability
requirements, strategic and operational plans, policy records, and client records).
In this section, you may also include:
•

Any mandatory or voluntary Standards, Codes of Practice, etc to which your public
authority is subject. Also include standards specific to the public authority’s jurisdiction.

Example:
ISO 9000 Quality Management Series
•

Any information sharing obligations between your public authority and other public
authorities.

Example:
Queensland Police / Australian Federal Police (Commonwealth) and ASIO (Commonwealth)
Queensland Police / Transport and Main Roads
Education Department / Queensland Police
Historical records
List any records held by your public authority that are more than 25 years old. Indicate in the
template whether any public records of your public authority are already in the custody of
Queensland State Archives.9 Include the legacy records of any previous public authorities for
which you are currently responsible.

8
For further information on records management during outsourcing please refer to the Queensland State Archives Custody and
Ownership Guideline, available at Guideline for Custody and Ownership of Public Records
9
Public authorities with records older than 25 years should contact Queensland State Archives. If a public record is older than 25
years and still in the custody of a public authority the State Archivist may take possession, or a copy, of the record or give
directions about the storage of the record.
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2.3.

Strategic (SWOT) analysis of recordkeeping

Analysing the business and structural characteristics of your public authority and the existing
recordkeeping and business systems will assist you to identify and prioritise key recordkeeping
requirements and challenges. This aim can be achieved by undertaking a SWOT analysis, the
purpose of which is to examine the internal Strengths and Weaknesses and the external
Opportunities and Threats facing recordkeeping in your public authority. It is a strategic
management tool that enables the internal and external environment to be summarised in
relation to a project or initiative to help with decision making.
The outcome of your strategic analysis will assist in establishing the context for your public
authority’s SRIP. Tables a-d in Appendix B of this workbook can be used to record the results
of your analysis. A high-level summary of your SWOT analysis should be included within the
SRIP template. Previous responses to IS40 compliance or baseline surveys will provide insight
into specific characteristics of your public authority and assist in completing this area of the
SRIP.10
It may be useful to group the issues identified through the SWOT into categories, such as the
following:
•

Recordkeeping systems (includes technology, resources or operations, and potential
for innovation and improvement in these areas)

•

Recordkeeping culture (includes staff skills, expertise, initiative, behaviours)

•

Recordkeeping accountabilities (includes client and partner relations and
expectations)

•

Recordkeeping processes (relates to internal reporting and planning, monitoring,
service agreements, policies, responsibilities, regulatory framework)

These categories are not exhaustive and there may be alternative or additional topics that will
assist in identifying the recordkeeping issues affecting your public authority. While undertaking
a SWOT analysis is not a mandatory process, it will be necessary to undertake sufficient
analysis of your public authority to inform the development of your SRIP.
Strengths
Briefly identify any policies, strategies, or practices established within the public authority that
promote good recordkeeping practices. For example, there may be aspects of the public
authority’s internal culture or staff competencies that contribute to good recordkeeping. Other
strengths might be technological, legal or operational.
You may wish to comment on issues such as staff perceptions of the recordkeeping unit’s role,
degrees of recordkeeping awareness at each level of the public authority’s hierarchy,
accessibility of the recordkeeping system to staff, whether good recordkeeping practice is
observed and enforced, whether recordkeeping responsibilities are devolved to staff or highly
centralised, and whether or not disaster preparedness plans are in place.
Example:
The Records Unit is located within the Information Management Branch which also includes
staff with IT and business analysis skills. Records management staff therefore benefit from
cross-discipline information sharing and recordkeeping enjoys a higher organisational profile
than might otherwise be the case.
[Public authority] has invested in a purpose built storage area for records of long-term value.
10

Undertaking a SWOT analysis is not a mandatory process. If an audit or business process review has recently
been conducted, this may also inform the identification and prioritisation of your public authority’s key recordkeeping
requirements and challenges.
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Weaknesses
Broadly outline any significant weaknesses or organisational constraints that might impact on
the achievement of the SRIP’s objectives and therefore the public authority’s ability to comply
with the recordkeeping standards. Include any policies, strategies or practices established
within your public authority that promote poor recordkeeping practices and which thus create
gaps in the public authority’s corporate and cultural memory. Again, there may be aspects of
your public authority’s internal culture or staff competencies that contribute to poor
recordkeeping. Other weaknesses might be technological, legal, or operational.

Example:
Recordkeeping resources tend to be directed at central office while regional offices suffer from
a lack of training, resources and monitoring.
Project management and reporting documentation tends to be scarce where projects are
undertaken by external contractors.

Opportunities
An opportunity is an event that may have a positive impact on recordkeeping initiatives and
practices within your public authority. External opportunities may be those that arise from
sources or factors outside your public authority, or outside the area directly responsible for
recordkeeping within your public authority. An event may be trend, a perception, a
development, an initiative, or a process. Useful opportunities may be found in factors such as:

•

Changes in technology

•

Changes in government policy

•

Changes in organisational structure.

Example:
As a result of recent Machinery of Government changes, [Public authority] now has access to a
well resourced recordkeeping unit.

Threats
Threats are events that are outside your public authority’s control and that might reasonably be
expected to have a detrimental effect on your public authority’s recordkeeping, and therefore
expose your public authority to risk. Threats may also include the impact of natural or
man-made disasters.
Examples:
[Public authority] is about to undergo a Machinery of Government change
or
[Public authority] is outgrowing its current records storage premises and there are no suitable
commercial storage providers within the local area.
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2.4.

Risk assessment

Public authorities face risks across all areas of business, including recordkeeping. Risk
assessment enables the effective identification of priorities and assists senior management to
identify the most significant risks and to mitigate these with a risk management plan. The
majority of public authorities will already have risk management plans detailing general risks to
which you may be able to refer. In addition, you should consider risks related directly to
recordkeeping that a SRIP may help mitigate (e.g. information loss which results in the inability
to perform business activities effectively due to inadequate information).
The criteria for identifying risks to your public authority, including recordkeeping risks, will
largely be based on those regulatory requirements, business needs, and stakeholder/client
expectations identified earlier.
Logically, higher priority in the SRIP will be given to actions or processes that expose or have
the potential to expose your public authority to risk. Once you are satisfied that you have
accurately and comprehensively identified the current risks to your public authority, you will
need to undertake a recordkeeping risk assessment to assess the acceptability of the risk and
priority of treatment. This can be used to prioritise actions when implementing your strategic
recordkeeping plan. It will also be useful in the management of risks of future recordkeeping
projects and to help develop contingency plans.
An example of a risk assessment register is included within the SRIP template (Table 3). This
template is not intended to be prescriptive. You may prefer to use risk assessment and
management tools and resources selected by your public authority.
Risk criteria
Within the risk assessment register in the SRIP template, outline the criteria you will use to
identify the risks to your public authority in terms of recordkeeping. These usually include the
impact, likelihood and level of risk, along with existing risk reduction measures or controls.
Example:
There is a strong likelihood that [xyz] records will become the subject of public scrutiny through
the Right to Information (RTI) process. Failure to produce records required under RTI could
prejudice the rights of individual citizens, organisations or the public authority.
Failure to access [xyz] records due to physical disruption would prevent the public authority
from providing key client services.
Failure to ensure against the disclosure or misuse of records containing personal or
business-in-confidence information would prejudice the rights of individual citizens,
organisations, or the public authority and would conflict with the Information Privacy Act 2009.
Risk impact
When assessing the relative severity (impact) of each risk, and therefore the priority it should
be given, it may be useful to use the Risk Impact Matrix, included in Appendix C. This scale
will allow your public authority to use the likelihood and the potential consequence of specific
recordkeeping behaviours to determine the impact of each risk and the appropriate treatment.
Risk likelihood
In order to determine more accurately the likelihood of future exposure to each risk, it is useful
to examine the frequency of past instances where the public authority was faced with similar
risks, e.g. how many administrative reviews has the public authority been subject to in the last
five years, what issues were raised in the last external audit of the public authority’s financial
records?
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Level of risk
As part of your risk management plan it will also be necessary to identify options for how to
treat, control or mitigate risks. Treatment options should be scaled to the level of risk posed.
For example:
•

Severe risk must be managed by senior management with a detailed plan

•

High risk requires detailed research and management planning senior levels

•

Major risk needs senior management attention

•

Significant risk must specify management responsibility

•

Moderate risk must be managed by specific monitoring or response procedures

•

Low risk may be managed by routine procedures

•

Trivial risk may be managed through routine procedures and is unlikely to require
dedicated resources

Risk management
A risk impact and risk management assessment can be applied by using defined levels of risk
consequences and risk likelihood, which will help determine the probability and severity of
consequences and scope potential risk reduction measures, risk treatment or mitigation.11 It is
recommended that the risk impact assessment process is documented, such as within a risk
assessment register, to support effective risk management.
The methodology included in this workbook for undertaking a risk assessment process is not
intended to be prescriptive and you may prefer to use a risk management framework already
established by your public authority to document your recordkeeping risk assessment and risk
management strategies.
For more information on assessing risk, particularly with regard to recordkeeping requirements
refer to the DIRKS Manual, National Archives of Australia, Appendix 11. 12
Record the risk assessment results in the risk assessment register in the SRIP template.

11

Risk consequences and risk likelihood measurement tools are included in Appendix A of the Workbook.
The matrix and risk register are sourced from Appendix 11, Risk Analysis in Dirks, DIRKS, National Archives of Australia,
www.naa.gov.au/Images/dirks_A11_risk_tcm2-939.pdf
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3. Establishing a recordkeeping implementation program
The purpose of this section of the workbook is to apply the results of the analysis undertaken
previously to enable your public authority to define and formalise the elements of a sustainable
recordkeeping program that will meet the requirements of the Public Records Act 2002, IS40
and IS31, and support business requirements.
The outcome of this exercise will be the creation of a recordkeeping vision, a prioritised set of
objectives and proposed strategies to meet the public authority’s business and accountability
needs. Undertaking this process should also facilitate the identification of key performance
indicators that will measure or verify how well the public authority has realised the outcomes of
each recordkeeping strategy.
Defining the strategic direction of your recordkeeping program will allow structured and
targeted progress towards the implementation of good recordkeeping practices. Formalising
parameters, objectives and a timeframe for the recordkeeping program will assist effective
implementation and establish a sustainable and compliant recordkeeping regime. To achieve
this outcome, some public authorities may require one or more projects to drive the
implementation process.

3.1.

Recordkeeping vision

This is a high level statement describing the future of recordkeeping within the public authority.
For example, it could describe the public authority’s level of commitment to improved
recordkeeping and articulate the broad objective to be achieved at the end of the planning
cycle. The vision statement provides the overarching direction for making strategic and
operational decisions.

3.2.

Objectives

Identify the objectives or outcomes for your recordkeeping program based on the public
authority’s recordkeeping vision, the risk assessment and identified recordkeeping
accountabilities. Public authorities may find it useful to consider the recordkeeping principles
of IS40 and IS31 when developing their objectives.
Objectives should be pitched at the strategic rather than the operational level. There is no
minimum number of objectives or strategies that should be included within your SRIP. The
appropriate amount of objectives and strategies depends on the size, complexity and current
recordkeeping profile of your public authority. Available resources within the public authority,
such as time, money and number of staff will also impact on the number of objectives you
choose to aim for. Strategic objectives should:
•

Be of consequence to the entire public authority

•

Address the relationship between the public authority and its business environment

•

Affect the long-term sustainable position of the public authority

•

Be specific about the intended outcomes and the timeframes for delivery

•

Be measurable

•

Be attainable, given the needs, resources and constraints of the public authority

•

Seek to achieve outcomes that are relevant to the public authority

•

Be time-bound, in connection with the planning and implementation cycle of the public
authority

14

•

Be given a priority rating reflecting the potential level of risk to the public authority if not
achieved. 13

Examples:
To establish a culture of shared responsibility for recordkeeping throughout the public authority
To establish a knowledge-strong public authority supported by reliable and comprehensive
recordkeeping

3.3.

Strategies

To identify the broad strategies that the public authority will undertake in order to achieve each
of the project’s stated objectives, you will need to draw on your SWOT analysis. As a guide,
good strategies aim to:
•

exploit opportunities and strengths

•

neutralise threats, and

•

avoid weaknesses.

In order to organise strategies according to the identified objectives it may be useful to
consider the categories outlined below.14 These are provided as a stimulus for possible
strategies and are not intended to be prescriptive. Other alternative categories or topics may
also be useful when identifying effective strategies for individual public authorities.
•

Customer and Community: What are the needs or expectations that you satisfy in
terms of your customers and the communities you are responsible to? What value do
you bring to the community?

•

Stakeholders: To achieve your vision, what do you need to provide your stakeholders?

•

People, Learning and Innovation: To achieve your vision, how will you establish and
maintain your ability to learn and improve? What capabilities will your people need to
possess in order to achieve your vision?

•

Systems: How efficient and effective are your systems (people, technology and
processes?) To meet the expectations of your customers, communities and
stakeholders, what systems must you improve and/or excel at?

•

Governance: Is your corporate governance regime (planning, policies, reporting,
standards, procedures, legislation, etc.) accountable and effective? What does your
public authority need to do to ensure compliance with accountability requirements and
good corporate governance?

Example:
[Public authority] will have implemented an audit program for monitoring internal compliance
with IS40 by December 2011
Appendix D provides further information about the recommended structure and phrasing of
formulating objectives and strategies.

13

Viljoen and Dann, Strategic Management: Planning and Implementing Successful Corporate Strategies, 4rd ed, Pearson
Education Australia, 2003
14
Niven, Paul R., The Balanced Score Card for government and non-profit agencies, J.Wiley and Sons, 2008
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Step E in the DIRKS Manual provides further assistance in developing recordkeeping
strategies in the form of:
•

policies

•

system design requirements/ functionality

•

implementation strategies (such as communication and training strategies)

•

standards.15

3.4.

Key performance indicators

Key performance indicators (KPIs) are quantifiable measures used to review a public
authority’s progress against its objectives. These are broken down and set as targets for
achievement by departments and individuals. The achievement of these targets should be
reviewed at regular intervals.
Define the indicator/s that will measure or verify how well the public authority has realised the
outcomes of each strategy. KPIs should measure how well things are being done, not just
what is being done (i.e. not just a list of action statements). They should also set a clear
standard of service delivery and be written in the future tense. KPIs should support a public
authority’s vision, objectives and strategies.
In developing performance indicators you may need to consider:
•

Effectiveness (How will you know if you have achieved the stated outcome? How will
you know to what extent you were successful in achieving the outcome?)

•

Efficient/Cost-Benefits (How will you be able to demonstrate the strategy has resulted
in greater efficiencies?)

•

Suitability (How will you measure the suitability of the strategy to the problem or
objective that it sought to address? How will you know if the strategy met
customer/stakeholder expectations?)

•

Timeline (What parameters of time will be placed around achieving the stated
outcome? When will the implementation of the strategies begin? How long will the
implementation take? When will it be complete? When will the plan be reviewed?)

The following table provides examples of aligning objectives, strategies and KPIs.
Use Table 4 in the template to outline your public authority’s strategic recordkeeping
objectives, strategies and KPIs.

15

National Archives of Australia, DIRKS – A Strategic Approach to Managing Business Information, endorsed 2007
http://www.naa.gov.au/Images/dirks_stepE_tcm2-962.pdf
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(Example)
Objective

Develop and implement compliant and accountable recordkeeping systems and processes throughout the public authority within the
next five (5) years
Strategies
1 Develop and implement strategic and
operational implementation plans that cover all
recordkeeping activities within the public authority
by December 2010

2 Develop an approved Retention and Disposal
Schedule in consultation with Queensland State
Archives by October 2011

Key Performance Indicators

•

Strategic Recordkeeping Implementation Plan
covering all core business developed and
endorsed by CEO

•

Operational Recordkeeping Implementation Plan
covering all core business records developed and
ready for implementation

•

All staff (including new staff to the public authority
and contractors) are aware of the objectives and
deliverables of the Strategic and Operational
Recordkeeping Implementation Plans

•

Plans are reviewed periodically according to
internal planning cycle

• All core business records are disposed of in
accordance with an approved Retention and
Disposal Schedule

Timeline
•

SRIP endorsed December

•

ORIP ready by March

•

Training and awareness
program rolled out to all staff
by May

•

Ongoing – plans reviewed
every two years

•

Retention and Disposal
Schedule developed and
ready for approval by State
Archivist by October
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4. Establishing a governance framework
The purpose of this section is to establish a governance framework for the implementation of a
strategic recordkeeping plan that is based soundly on the principles of IS40 and IS31. A
governance framework is a structure on which to build and develop the recordkeeping
strategies of the public authority in order to achieve the agreed objectives and to monitor
performance outcomes.
A recordkeeping governance framework consists of documented rules and accountabilities
linking business and regulatory recordkeeping requirements to formal statements of how
individuals and the public authority are expected to act, its priorities, responsibilities and
expected outcomes. Documentation aims to ensure that rules about how records are to be
made, kept, managed, disposed of etc. are applied consistently, transparently and in
accordance with the public authority’s recordkeeping requirements.
The governance framework should:
•

set out clear lines of accountability for the public authority's recordkeeping operations
and include specific roles and responsibilities

•

provide a foundation for the implementation of the SRIP, and

•

outline high-level requirements, expectations and responsibilities to ensure all relevant
parties have a clear understanding and acceptance of the strategic direction of the
recordkeeping plan and their role in providing ongoing contributions to its
implementation.

To develop a formal recordkeeping governance framework the roles and responsibilities within
the framework need to be identified and assigned. Ideally a senior management sponsor or
champion for recordkeeping should be identified and other recordkeeping policy and
management roles clearly defined and authorised by senior management.
The implementation project may also require a project board or steering committee to serve as
a review body to ensure all areas of the public authority impacted by the plan are represented
and consulted in its development.
In order to successfully implement your SRIP you will need to delegate responsibility to officers
within your agency with the appropriate skills and authority to endorse, adequately resource,
and successfully implement the plan. These officers may also be responsible for measuring
the outcomes of the SRIP and progressing with implementation of the public authority’s ORIP.
Questions to consider when drafting the governance framework include:
•

Is the proposed governance framework aligned with the broader information
management governance within the public authority?
Is records management
integrated into business procedures?

•

Are the current roles and responsibilities for the management of records clearly and
appropriately assigned? Have these responsibilities been included within all relevant
position descriptions and performance agreements and reviews? What role changes or
adjustments might enable public authority employees to better perform their
recordkeeping responsibilities?

•

Do the relevant records managers have the appropriate level of IT security access? Are
information privacy regulations in place for staff accessing records containing private
information?
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The governance framework is intended to form a high level structure to implement your
strategic recordkeeping plan. More detailed project plans may be required when implementing
some or all of the specific strategies identified in your SRIP. Your public authority may have an
established project methodology that you choose to use for this process or you may wish to
refer to some of the project methodology outlined in the ORIP workbook developed by
Queensland State Archives.16
Record within the SRIP template the lines of accountability and the specific roles and
associated responsibilities of individuals and departments assigned to implement the SRIP
within your public authority.

5. Endorsement of your SRIP
The Chief Executive Officer is required to endorse the strategic approach to recordkeeping
selected by your public authority and outlined within the SRIP that is developed through this
workbook or through your planning process. It is recommended your Chief Executive Officer
signs the completed SRIP to ensure that approval of the plan is recorded as being adequately
endorsed.

16

Queensland Government employees can access further information about project management methodology at
http://methodologies.govnet.qld.gov.au/Methodology/ProjectManagement/Pages/Default.aspx
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Appendix A: Plan for developing a SRIP (example)17
Activity
Approval to develop SRIP

Approach
Nominate responsible officer for
development.

Identify key stakeholders

Contact key stakeholders to
explain SRIP.
Establish profile of public
Undertake research about public
authority
authority.
Establish recordkeeping Identify and understand
profile
recordkeeping legislative
requirements.
Analysis (SWOT)
Brainstorming session with key
stakeholders.
Risk assessment
Identify existing risk registers.
Analyse existing or potential
risks.
Establish recordkeeping
Scoping session with key
vision and objectives
stakeholders.
Consult business plan to ensure
alignment.
Develop strategies and
Draft strategies and KPI’s and
key performance
circulate to internal reference
indicators
group.
Establish a SRIP
Identify the existing
governance framework
recordkeeping governance
framework.
Establish key roles and
responsibilities for SRIP
governance framework.
Review final document
Provide document for internal
reference and feedback
opportunity.
Present SRIP to CEO for
Provide final document to CEO
endorsement.
for sign off.
Begin scoping for ORIP to
implement strategies
identified within endorsed
SRIP

Refer to ORIP Workbook
provided by QSA.

Responsibility
CIO
Senior Records or
Information Manager
Records or Information
Manager
Records or Information
Manager
Records or Information
Manager
Records or Information
Manager
Records or Information
Manager in consultation
with relevant work areas
Records or Information
Manager in consultation
with relevant stakeholders
Records or Information
Manager
Records or Information
Manager

Records or Information
Manager
CIO
Senior Records or
Information Manager
Records or Information
Manager

17

This plan is provided as a general guide only. When planning for the development of a SRIP you will also need to consider
timeframes and the distribution of records management responsibility within your public authority.
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Appendix B: SWOT analysis
Table a SWOT: Recordkeeping systems
Strengths

Opportunities

Table b SWOT: Recordkeeping culture
Strengths

Opportunities

Weaknesses

Threats

Weaknesses

Threats
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Table c SWOT: Recordkeeping accountabilities
Strengths
Weaknesses

Opportunities

Table d SWOT: Recordkeeping processes
Strengths

Opportunities

Threats

Weaknesses

Threats
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Appendix C: Risk assessment
Risk impact matrix
CONSEQUENCES
LIKELIHOOD

Extreme

Very High

Medium

Low

Negligible

Almost certain

Severe

Severe

High

Major

Significant

Likely

Severe

High

Major

Significant

Moderate

Possible

High

Major

Significant

Moderate

Low

Unlikely

Major

Significant

Moderate

Low

Trivial

Significant

Moderate

Low

Trivial

Trivial

Rare

Risk Consequence
MEASURE
Extreme

•
•

•
•
Very High

•
•
•
•

Medium

•
•
•
•
•
•
•

DESCRIPTION
Operational performance would be compromised to the extent the
public authority is unable to meet obligations and liabilities in core
activity areas.
The public authority would:
- be rendered dysfunctional
- incur huge financial losses
- not be able to meet key reporting requirements
- not be able to recover from such consequences.
Stakeholders would face life-threatening consequences.
Major adverse repercussions would affect large sectors of the State
Government and its clients, including the general public.
Operational performance of the functions/activity area would be
severely affected with the organisation unable to meet a major portion
of its obligations and liabilities.
The public authority’s asset/resource base may be significantly
depleted.
The public authority would not be able to comply with the majority of its
reporting requirements effectively.
Recovering from consequences would be highly complicated and time
consuming.
Stakeholders would be unable to pursue their rights and entitlements.
Public reaction would result in major disruptions.
Operational performance of the public authority would be compromised
to the extent revised planning would be required to overcome difficulties
experienced by function/activity area.
The public authority would experience difficulty in complying with key
reporting requirements, which would jeopardise some State interests.
Recovery would be more gradual and require detailed corporate
planning with resources being diverted from core activity areas.
Stakeholders would experience considerable difficulty in pursuing rights
and entitlements.
Considerable adverse public reaction would result in some damage and
disruption to the public authority.
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Low

•
•
•
•
•

Negligible

•
•
•
•

Slight inconvenience/difficulty in operational performance of
function/activity area.
Some accountability implications for the function/activity area, but
would not affect the public authority ’s ability to meet key reporting
requirements.
Recovery from such consequences would be handled quickly without
the need to divert resources from core activity areas.
Some minor effects on ability of stakeholders to pursue rights and
entitlements. For example, other sources or avenues would be
available to stakeholders.
Public perceptions of the public authority would alter slightly, but no
significant damage or disruption occurs.
Operational performance of the function/activity area would not be
materially affected.
The public authority would not encounter any significant accountability
implications.
The interests of stakeholders would not be affected.
Public perception of the public authority would remain intact.

Risk Likelihood
MEASURE
Almost certain
Likely
Possible
Unlikely
Rare

DESCRIPTION
Is expected to occur in most circumstances
Will probably occur in most circumstances
Might occur at some time
Could occur at some time
May occur only in exceptional circumstances

The likelihood and consequence scale are sourced from Appendix 11, Risk Analysis in Dirks,
DIRKS, National Archives of Australia.18

18

http://www.naa.gov.au/Images/dirks_A11_risk_tcm2-939.pdf

24

Risk assessment register (Example)
Risk description
Likelihood

There is a strong
likelihood that the
allocation of grant monies
will become the subject of
public scrutiny through the
Right to Information (RTI)
process.
Failure to produce
evidentiary public records
required under RTI could
prejudice the rights of
individual citizens,
organisations or the public
authority.

Possible:
The event could
happen at some
time within 5
years.

Potential impact of
risk

Existing risk
reduction measures
and/or controls

Consequences rating

Level of
risk

If records are not
produced in
accordance with the
Right to Information
Act 2009 the public
authority may be
subject to penalty.
The failure within the
process could
potentially affect
community
confidence in the
relevant public
authority.

Review recordkeeping
practices for
documenting and
reporting against
funding programs with
particular attention to
the public records kept
of the evaluation of
funding applications
and the dispersal of
funds.

Medium:

Significant

Services would
continue but
recordkeeping
practices would need
to be reviewed for
cause of failure and
corrective measures
implemented.

Priority
rating

Potential likelihood to
threaten the running or
services of the public
authority and can be
managed by
implementing new or
modified recordkeeping
controls.

Ensure that regular
internal audits of
funding programs are
undertaken and that
records of audits are
kept for the appropriate
period.
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Appendix D: Developing objectives and strategies
Developing Objectives
Objectives should be written in present tense and should define clear, achievable and
measurable outcomes.
Suggested Syntax:
“To ........(do what) ..... for (org, people, entity) ....(when)”
Example:
To establish a culture of shared responsibility for recordkeeping throughout the public authority.
To establish a knowledge-strong public authority supported by a reliable and comprehensive
recordkeeping program.
“A…. (what)”
Example:
A reliable, accurate and secure recordkeeping system that is accessible by all central and
regional staff

Developing Strategies
Strategies should include a verb so that they can easily be translated into Actions in your
Operational Recordkeeping Implementation Plan. Typical examples include words like:
Acquire
Conduct
Establish
Increase
Publish

Adopt
Develop
Formalise
Organise
Review

Create
Design
Incorporate
Promote
Support

Communicate
Engage
Investigate
Provide opportunities
Promote

Suggested Syntax:
“(Who) …. will have …..(what)….by (when)”
Example:
[Public authority] will implement an audit program for monitoring internal compliance with IS40 by
December 2011.
“…..(Do what) in order to (achieve what) ….by (when)”
Example:
Develop and implement policies, guidelines and procedures for identifying and managing the
public authority’s vital records by June .
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For more detailed guidance on the management of public records visit the Queensland State
Archives’ website at www.archives.qld.gov.au or contact us on: Telephone: (07) 3131 7777 or
Email: info@archives.qld.gov.au
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