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Introduction

Scope

GDS 30 applies to the common records made or received by all State Government agencies
in South Australia. The schedule does not apply to unique agency-specific records that
document core agency functions. These records require coverage in an agency operational
records disposal schedule (RDS).

GDS 30 applies to records in any format, both analog and digital — including paper,
microform, audiovisual, graphic and electronic media — which document the functions and
related activities described in the schedule.

Objectives

The aims of GDS 30 are to:

e accurately reflect the functions and activities associated with common records of State
Government agencies

e identify records which are worthy of permanent preservation as part of the State’s
documentary heritage

e prevent the premature destruction of records which need to be retained for a specified
period to satisfy legal, financial and other requirements and

e authorise the destruction of those records not required permanently.
Implementation

GDS 30 is issued under the State Records Act 1997.

The State Records Act was proclaimed in October 1997 to provide for the preservation and
management of official records. GDS 30 is issued as a determination under section 23 of
the Act.

Section 23 of the State Records Act states that no official records may be disposed of
without a determination made by the Director [Manager], State Records and approved by the
State Records Council.

GDS 30 provides State Government agencies with the means of disposing of their common
records in an orderly, consistent and accountable manner.

GDS 30 Version 1 was approved by the State Records Council on 15 December 2015 and
was effective from 1 January 2016 to 15 February 2016.

GDS 30 Version 1.1 was approved by the State Records Council on 16 February 2016 and
was effective from 1 January 2016 to 31 December 2019. GDS 30 Version 1.1 did not differ
from Version 1 other than the disposal action for item 6.11.1 was amended from
“TEMPORARY Destroy 7 years after action completed” to “TEMPORARY Destroy 6 years
after action completed”.
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GDS 30 Version 2 was approved by the State Records Council on 11 June 2019. However
prior to becoming effective, further changes were made to the GDS at the 26 November
2019 State Records Council meeting.

GDS 30 Version 2 is effective from 1 January 2020 to 30 June 2026.
Changes approved at the State Records Council meeting of 11 June 2019

GDS 30 Version 2 takes into consideration responses to recommendations of the Royal
Commission into Institutional Responses to Child Sexual Abuse in relation to incidents or
allegations of child sexual abuse. It also details retention periods related to incidents or
allegations of other abuse of children and young people, vulnerable adults and vulnerable
adults or adults where the incidents or allegations of abuse occurred as a child.

Updates to GDS 30 also support recent changes to the Statute of Limitations Act 1936 in
relation to the removal of limitation periods for compensation claims for people who suffered

abuse as children, including sexual abuse, serious physical abuse and related psychological
abuse.

It also takes into consideration records relating to the current Royal Commission into Aged
Care Quality and Safety and the current Royal Commission into Violence, Abuse, Neglect
and Exploitation of People with Disability.
Changes regarding records relating to responses to Royal Commissions

e 5.17 EMPLOYEE MANAGEMENT - Training — new disposal classitem 5.17.9

e 11.1 LEGAL SERVICES — Advice — additional wording to disposal class item 11.1.2

e 13.1 STRATEGIC MANAGEMENT — Advice — additional wording to disposal class
item 13.1.1

e 13.17 STRATEGIC MANAGEMENT - Policy — new item number 13.17.7 and record
example

e 13.18 STRATEGIC MANAGEMENT - Procedures — new item number 13.18.5

e 13.29 STRATEGIC MANAGEMENT — Abuse Incidents and Allegations — new
activity, activity description and item numbers 13.29.1 and 13.29.2

It also changes the scope of administrative records to include some records common to all
government agencies. Committees, meetings, policies and procedures relating to agency
functions are now included in GDS 30 unless requiring coverage in agency RDS.

Changes regarding common records

o 13.5 STRATEGIC MANAGEMENT — Committees - removal of word (administrative)
Change to note in description.

e 13.14 STRATEGIC MANAGEMENT — Meetings - change to note in description and
new item number - 13.14.4
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e 13.17 STRATEGIC MANAGEMENT - Policy - change to note in description and new
record example in 13.17.1

e 13.18 STRATEGIC MANAGEMENT - Procedures - change to note in description
and new item number —13.18.4.

Changes approved at the State Records Council meeting of 26 November 2019

A further amendment to GDS 30 was made at the State Records Council meeting of 26
November 2019 to include seal presses and official seals as permanent records. These are
included at STRATEGIC MANAGEMENT — Authorisation — item number 13.4.1. This
addition also required the Master, summary records of official seals at item 13.7.1 to change
from temporary to permanent and the official seals record example was removed from
ASSET/PHYSICAL RESOURCE MANAGEMENT - Disposal 1.6.2.

GDS 30 has been issued in electronic form via the State Records website
(www.archives.sa.gov.au) to allow ease of use and greater accessibility.

Any modification of the Schedule by end users is not permitted. Changes can only be made
with the approval of State Records and the State Records Council.

Updates/Amendments
GDS 30 was effective from 1 January 2016 to 31 December 2019.
GDS 30 Version 2 is effective from 1 January 2020 to 30 June 2026 unless reviewed earlier

as instructed by State Records or the State Records Council. Amendments approved by the
State Records Council may be issued during this period.

Previous Disposal Schedules Revoked
General Disposal Schedules 10 — 14 issued in 1993, were revoked by General Disposal
Schedule No. 15. General Disposal Schedule No. 17 issued in September 1999 was
revoked in 2001 by the 5th Edition of General Disposal Schedule No. 15.
General Disposal Schedule 30 Version 1.1 revokes:
e General Disposal Schedule 15 (8" Edition)
¢ General Disposal Schedule 35 (Version 1)
e General Disposal Schedule 30 (Version 1).
General Disposal Schedule 30 Version 2 revokes:
e General Disposal Schedule 30 Version 1.1
Agencies are advised that disposal arrangements put in place in accordance with all

previous General Disposal Schedules may need to be updated in the light of GDS 30
Version 2.
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Further direction on re-sentencing is provided in Re-sentencing of Records Guidelines (as
amended) available from the State Records website (http://www.archives.sa.gov.au).

Complementary Disposal Schedules

To identify records that may be potentially relevant to native title claims, please refer to the
guideline Identifying documents which may be relevant to Native Title attached to GDS
16. Where records sentenced for temporary retention are identified as having potential
relevance to a native title claim, they need to be retained until 31 December 2024.

To identify records that may be potentially relevant to Legal Proceedings or Ex Gratia
Applications Relating to Alleged Abuse of Former Children Whilst in State Care,
please refer to GDS 27. Where records sentenced for temporary retention are identified as
having potential relevance, they need to be retained until 31 December 2023.

To identify records that may be potentially relevant to the Royal Commission into
Institutional Responses to Child Sexual Abuse, please refer to GDS 32. Where records
sentenced for temporary retention are identified as having potential relevance, they need to
be retained until 31 December 2023.

To identify records that may be potentially relevant in relation to Child Abuse or Alleged
Child Abuse please refer to GDS 36. Where records sentenced for temporary retention are
identified as having potential relevance, they need to be retained until 31 December 2023.

To identify records that may be potentially relevant to the Royal Commission into Aged
Care Quality and Safety, please refer to GDS 37. Where records sentenced for temporary
retention are identified as having potential relevance, they need to be retained until 31
December 2025.

To'identify records that may be potentially relevant to the Royal Commission into
Violence, Abuse, Neglect and Exploitation of People with Disability, please refer to
GDS 38. Where records sentenced for temporary retention are identified as having potential
relevance, they need to be retained until 31 December 2025.

Consultation

In developing GDS 30 v1 targeted consultation occurred with the following specific agencies:

AGENCY GDS ISSUE
Cabinet Office e Cabinet Submissions
CRIMTRAC (Commonwealth) e Criminal History Checks — current practice,

requirements

Crown Solicitor’s Office (CSO), Attorney- e Function 11: LEGAL SERVICES
General’s Department

Department of Treasury and Finance (DTF) | e Function 6: FINANCIAL MANAGEMENT

Independent Commission Against e Activity 13.8: STRATEGIC MANAGEMENT
Corruption (ICAC) — Corruption & Disclosure

Industrial Relations Commission/Workers e Function 8: INDUSTRIAL RELATIONS
Compensation Tribunal
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Office of the Chief Information Officer
(OCIO)

Function 10: INFORMATION
TECHNOLOGY

Office for the Public Sector

Function 4: COMPENSATION

e Function 5: EMPLOYEE MANAGEMENT
e Function 8: INDUSTRIAL RELATIONS
e Function 14: WORK HEALTH & SAFETY

South Australian Captive Insurance e Function 4: COMPENSATION

Corporation (SAICORP) — part of the South |, Activity 6.8: FINANCIAL MANAGEMENT -
Australian Government Financing Authority Insurance

(SAFA), DTF

South Australia Police (SAPOL) e Activity: Security

e Criminal History Checks — current practice,
requirements

SafeWork SA e Function 4: COMPENSATION
e Function 14: WORK HEALTH & SAFETY

WorkCover Corporation/Return to Work SA | ¢ Function 4: COMPENSATION

Agency consultation also occurred with the Across-Government Information and Records
Management Strategy Group.

Agencies were also provided the opportunity to provide feedback on the draft GDS by
means of notification on the State Records website.

GDS 30 Version 1.1 did not require consultation as it did not differ from Version 1 other than
the disposal action for item 6.11.1, which covers fringe benefit tax (FBT) records, was
amended from “Temporary, Destroy 7 years after action completed” to “Temporary, Destroy
6 years after action completed”. The change meant a more close alignment with the
Australian Taxation Office’s retention requirements regarding FBT records.

In'developing GDS 30 Version 2 State Records consulted with key government stakeholders
in relation to the proposed changes to responses to recommendations of the Royal
Commission into Institutional Responses to Child Sexual Abuse. State Records considered
approaches being taken by other jurisdictions in relation to the current Royal Commission
into Aged Care Quality and Safety and the current Royal Commission into Violence, Abuse,
Neglect and Exploitation of People with Disability.

Adequate Records Management

Outcome 6 of Adequate Records Management: Meeting the Standard (State Records, as
amended) requires records to be disposed of systematically in accordance with the State
Records Act.

For State Government agencies an important aspect of compliance with the Standard is the
application of GDS 30 as a routine part of their records management programs.

Retention periods in GDS 30 may be applied to records on creation and registration for later
review; alternatively records may be sentenced when they become non-current.
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Family Link Considerations

The determinations within GDS 30 are consistent with Recommendation 21 of the National
Inquiry into the Separation of Aboriginal and Torres Strait Islander Children from their
Families.

Recommendation 21 of the Inquiry states:

That no record relating to Indigenous individuals, families or communities or to any
children, Indigenous or otherwise, removed from their families for any reason,
whether held by government or non-government agencies, be destroyed.

Records to be protected under Recommendation 21 relate to children removed from
their families, irrespective of whether a person is indigenous or non-indigenous.

Such records are most likely to be found in agency operational records under functions like
community and family services, health management or justice services. In such instances,
the records need to be covered by an operational RDS and deemed as PERMANENT.

Agencies are required to consult State Records if any doubt arises as to the retention status
of any record likely to document an aspect of the separation issue or of potential value in re-
establishing family links.

Native Title Considerations

The principles outlined in GDS 16, relating to Native Title claims, have also been considered
in the development of this Schedule.

Government agenciesiin South Australia have a crucial role to play in relation to Native Title
claims. As a party to Native Title claims, as well as holding the largest information source for
indigenous claimants, it is vital that government/agencies properly manage records relevant
to Native Title claims. To enable this to happen State Records, in consultation with the
Crown Solicitor’s Office, has developed guidelines to help identify records with potential
relevance to a claim. Agencies must ensure that they are taking measures to retain those
records that may help to support or defend a claim, as destruction of such records may
expose their agency and the government in general to large financial and legal penalties.

All'”documents considered relevant to native title in South Australia must be checked for

actual relevance with the Native Title Section of the Crown Solicitor’s Office before being
disposed of.

Records Relating to Asbestos and Other Hazardous Substances

GDS 30 has been written to include provisions for the preservation of records that may be
relevant to asbestos-related legal claims.

Due to the length of time that elapses between exposure to asbestos and the development
of medical conditions, it is essential that South Australian government agencies ensure that
relevant official records are preserved.

The use of asbestos as a building material ceased in 1986. With this in mind entries have
been included in this schedule requiring that records that relate to building construction,
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maintenance, fit out, make good and movement, on buildings constructed before 1986, be
retained for 100 years after action completed. Records relating to buildings constructed
after 1986 have retention periods that are shorter and do not include asbestos
considerations.

GDS 30 also takes into consideration the long-term health impacts from exposure to certain
hazardous substances (see p.25 for a definition of ‘hazardous substance’) other than
asbestos. As a result, records relating to possible exposure to hazardous substances are
also to be retained for 100 years after action completed.

Records Relating to Employee Checks and Screening

GDS 30 includes provisions for the disposal of records that may have relevance to the
conduct of personal checks on and screening of employees.

Checks and/or screening may be conducted either when a person is being considered for
employment within the public sector or when someone is already a public sector employee.

Criminal history checks, medical checks and drug use checks are included in GDS 30. Such
checks are conducted by or on behalf of various agencies throughout the State Government
and are a relatively routine occurrence.

GDS 30 recommends for the disposal of criminal history check information as outlined in the
schedule body at item 5.15.1. It is recommended that these records be maintained
separately from the personal file (which are retained until the person is 100 years of age).
Summaries of a criminal history check, including outcome of the check, however, are
disposed of in accordance with item 5.3.2 and may be retained on the personal file.

Records relating to medical, drug use or other personal checks are disposed of in
accordance with item 5.3 and may be retained on the personal file.

Child-related employment, disability services, vulnerable persons, aged care and general
employment screening are also included in GDS 30 under item 5.15.3. Such screening is
conducted by the Department of Community and Social Inclusion on behalf of various
agencies throughout the State Government.

GDS 30 recommends for the disposal of such screening information as outlined in the
schedule body at item 5.15.3. It is recommended that these records also be maintained
separately from the personal file, however, a summary of the screening outcome should be
retained on the personal file and disposed of in accordance with item 5.3.2.

Copies of checks and screening provided by an individual, rather than sourced by a
government agency, as part of the employee recruitment/pre-engagement/pre-appointment
process are also covered by GDS 30, item 5.15.2.

Records During Administrative Change

Elections or decisions of the South Australian Government can result in ‘administrative
changes’ to South Australian agencies. An ‘administrative change’ refers to a change in the
responsibilities for the administration of government functions. These changes can occur as
a result of:

e a function being transferred from one agency to another
Effective from 1 January 2020 to 30 June 2026 Page 12 of 199
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e awhole agency being transferred from one portfolio to another

¢ the government undertaking new functions

e privatisation/outsourcing

e the abolition of a function.

When such changes occur, the records relating to the function in question need to be
transferred to the new agency responsible for the function. Agencies, therefore, will need to
relinquish control of and transfer official records to other agencies.

For further advice agencies should refer to State Records’ guideline Managing Records

During Administrative Change (as amended), available from the State Records website
(www.archives.sa.gov.au).

Records in Digital Format

Data, information and documents, whether digital or paper-based, become official records
when they are created or received in the conduct of South Australian Government business.

Digital records are a critical element in the conduct of the business of the Government of
South Australia both for accountability and in the ongoing documentary heritage of the State.
The Government, therefore, needs to strategically manage its digital records. Digital records
can include e-mail messages, electronic documents, websites, spatial information,
databases, line of business systems, online forms, information communicated via social
media and so on.

Individual agencies are responsible for ensuring that digital records and their associated
metadata are properly created and captured into official recordkeeping systems, survive
without alteration or degradation, and remain in a readily accessible format (which includes
content, structure and context) for the duration of prescribed retention periods.

State Records has released a number of standards and guidelines on specific types of digital
records and recordkeeping issues. These are available from the State Records website
(www.archives.sa.gov.au).
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Records Required for Legal Purposes, Inquiries and/or
Investigations

Official records cannot be destroyed if they are likely to be required for legal purposes. If an
investigation, inquest, commission or inquiry is in progress (or forecast in Parliament or the
press) all relevant records need to be identified and retained until the action, and any
subsequent actions, are completed or appeal periods have lapsed.

Agencies should obtain legal advice if there is any possibility that destruction of a record
could be prejudicial to the interests of the Government or its clients.

Records More than 50 Years Old Not Previously Sentenced

Where records are more than 50 years old and have not been previously sentenced using
an authorised disposal schedule, temporary disposal actions in GDS 30 cannot
automatically be applied.

TEMPORARY records more than 50 years old and previously unsentenced require a
specific operational Records Disposal Schedule (RDS) to be submitted to the State Records
Council for approval.

Records of any age, whether previously sentenced or not and which fit.a description given

in a PERMANENT disposal class, may be retained in accordance with General Disposal
Schedule 30.

More information about the disposal of records more than 50 years old can be obtained
from State Records (staterecords@sa.gov.au).

Pre-1901 Records

All pre-1901 records are required to be retained permanently in accordance with a motion
approved by the State Records Council on 19 February 2008.

Government Record Group (GRG) Records Held in the Custody of
State Records

GRG records are required to be retained permanently in accordance with a disposal

determination made for all GRGs by the Manager of State Records and approved by the
State Records Council on 9 November 1999.

Record Formats

GDS 30 applies to records in any format. This includes paper, microform (film or fiche),
audiovisual, graphic, photographic and digital media.
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Custody and Transfer of Records
Permanent Records

Section 19 of the State Records Act includes provisions for the transfer of custody of an
official record:

a) when the agency ceases to require access to the record for current administrative
purposes or

b) during the year occurring 15 years after the record came into existence - whichever
first occurs.

Official records that have been sentenced as permanent, in accordance with an approved
disposal schedule, are required to be transferred to State Records.

Agencies with valid reasons to retain permanent records for longer than 15 years should
apply in writing to Director [Manager], State Records requesting either a postponement or an
exemption from section 19.

It should be noted that postponement or exemption are only granted in exceptional
circumstances.

Temporary Records

The custody of official records that have been sentenced as temporary is the responsibility of
agencies. A policy and standards framework for the management and storage of temporary
value official records has been established by State Records as documented in Records of
Temporary Value: Management and Storage: Standard and Guidelines (as amended). State
Government agencies need to comply with these policy documents, available from the State
Records website (www.archives.sa.gov.au).

The custody of official records on networks or hard drives is also the responsibility of State
Government agencies. Agencies need to ensure that records in digital format remain
accessible to authorised users for'the duration of the designated retention period. State
Records is, however, currently examining options for the transfer of permanent value digital
records in electronic form to its custody.

Access Rights and Responsibilities

State Government agencies need to ensure that records, irrespective of format, will remain
accessible for the duration of the designated retention period. By “accessible” it is meant
that the information contained within a record remains readable for the life of the record. In
addition, “accessible” also refers to the retrievability and availability of a record. Whether
stored on or off-site, a record needs to be able to be retrieved and made available as soon
as practicable (and, in any case, within 30 days).

Access to Records in the Custody of an Agency
For records in the custody of State Government agencies, conditions stipulated in the

Freedom of Information Act 1991 and the Information Privacy Principles Instruction need to
be adhered to.
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Access to Records in the Custody of State Records

Public access to records in the custody of State Records is governed by section 26 of the
State Records Act, which stipulates:

“The agency responsible for an official record in the custody of State Records may, in
consultation with the Manager [Director], State Records — (a) determine that access
to the record (other than by the agency) is not subject to any restrictions...; or (b)
determine conditions excluding or restricting access to the record”.

For further details on public access to records in the custody of State Records, State
Government agencies can refer to the Public Access Determinations Guideline (State
Records, as amended) available from the State Records website (www.archives.sa.gov.au).
This guideline explains the rights and responsibilities of agencies in defining access
determinations.

Agency access to records in the custody of State Records is governed by section 25 of the
State Records Act.

State Government agencies are entitled to resume possession of an official record that has
been in existence for more than 15 years if such a record is necessary for the proper
performance of the functions of an agency.

In some instances, in the interest of records preservation, an agency’s access to official
records may be subject to conditions negotiated with the Director [Manager], State Records.

Retention Periods and Reactivation

Retention periods for temporary records shown in GDS 30 are minimum retention periods for
which records must be retained before they are destroyed.

Retention periods are triggered by disposal actions listed in the Schedule.

If a record is reactivated after a retention period has commenced the time is recalculated
from the date of the subsequent last action.

Reactivation is considered to have occurred when a record has been altered, added to or
amended in a way that affects the date range of the record.

The reactivation of a record may be triggered by such events as:

e record retrieved to meet a Freedom of Information (FOI) request
e record retrieved to meet a subpoena

e record retrieved to meet a Royal Commission Notice to Produce
¢ record identified as being of significant risk management status

e record identified as being required for possible legal proceedings.

Reactivation is not triggered by a record being accessed for:

e research/reference where no change is made to the record

e making a copy of the record or partial record for another purpose
¢ filing documents within the existing date range of the record.
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There is no requirement to destroy temporary records if an agency has a need to retain them
longer than the designated minimum retention period. However, in the interests of efficient
and economic records management, an agency should take all steps to reduce the storage
costs of time-expired records.

Sentencing of Records

Agency employees or Records Management Consultants engaged in sentencing records
should be experienced records administrators who have a good understanding of business
process so that they are able to identify the functions and activities described in the
Schedule.

As sentencing involves matching records with the applicable disposal class/es there is
obvious value in using corresponding terms for both classification and disposal.” Where only
one disposal class applies to a particular function and activity it should be possible to
sentence records at creation. Where more than one disposal class applies to a particular
function and activity, the similarity in classification and disposal terms narrows down the
number of disposal classes the sentencer has to consult.

The following points should be kept in mind when sentencing records:

read definitions of the function and activity as well as/descriptions of the disposal classes
e consult other function/activity combinations in the Schedule if there is any ambiguity

e always sentence records by their content, not just their titles - titles can be misleading
and the status of records may change after a title is given to a record

e examples and notes are given in disposal classes as a guide to assist users, however
disposal classes relate to all records which document the transaction described and are
not limited to the examples given

e watch out for types of information that have permanent value, eg policy, precedent
cases, exceptional decisions and events, Cabinet submissions, items of National or
State significance, minutes of high level committees, etc

e watch out for records that are excluded from the Schedule, eg records more than 50
years old, records relating to Native Title discovery, records relating to agency-specific
operational programs and projects, etc

e never try to make unique operational agency records “fit” into classes in the General
Disposal Schedule - put the records to one side until an agency-specific operational
Records Disposal Schedule is developed, if one does not already exist

e retention periods for temporary records must be carefully calculated from the disposal
action trigger, eg “Destroy 2 years after action completed” or “Destroy 2 years after
superseded”, remembering that in paper files the date of action completed may not be
the date on the last item added to afile

¢ where a record contains information that falls into two or more disposal classes, in GDS

30 it must be sentenced in accordance with the disposal class with the longest retention
period, BUT
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where a record contains information covered by a disposal class within both General
Disposal Schedule 30 and an agency operational Records Disposal Schedule (RDS) it
must be sentenced in accordance with the disposal class within the RDS

sentencing on automated document and records management systems must always be
subject to review and manual override before any disposal takes place

retention periods in the Schedule are the minimum time that records have to be retained,
and agencies may delay disposal for administrative or legal purposes.

Sentencers annotating disposal authority detail on hard copy records should use pencil, and
make the markings in the area provided on the file cover.

Before undertaking large backlog sentencing projects contact State Records
(staterecords@sa.gov.au) for advice.

Destruction of Temporary Records

Temporary records can only be destroyed with the approval of the Chief Executive or
delegate in accordance with the Destruction of Official Records Guideline issued by State
Records of South Australia. Failure to comply with this direction falls under Section 17 of the
State Records Act and may be considered by ICAC as misconduct or maladministration.

Prior to destruction, the following General Disposal Schedules (GDS) need to be consulted:

GDS 16 Impact of Native Title Claims on Disposal of Records to ensure records
which are relevant to native title claims in South Australia are identified and preserved

GDS 27 for Records Required for Legal Proceedings or Ex Gratia Applications
Relating to Alleged Abuse of Former Children Whilst in State Care to ensure the
preservation of official records that may relate to the rights and entitlements of the
individuals who present a court claim or apply for an ex gratia payment and of the State
Government in defending or processing those claims and applications

GDS 32 for Records of Relevance to the Royal Commission into Institutional
Responses to Child Sexual Abuse to ensure that records of relevance to the Royal
Commission are protected and available for the purposes of the Royal Commission and
any subsequent actions involving the South Australian Government as well as for future
reference and accountability purposes and to protect the rights and entitlements of
stakeholders.

GDS 36 for Records of Relevance in relation to Child Abuse or Alleged Child
Abuse to ensure that records of relevance are protected and available for any
subsequent actions involving the South Australian as well as for future reference and
accountability purposes and to protect the rights and entitlements of stakeholders.

GDS 37 for Records of Relevance to the Royal Commission into Aged Care Quality
and Safety to ensure that records of relevance to the Royal Commission are protected
and available for the purposes of the Royal Commission and any subsequent actions
involving the South Australian Government as well as for future reference and
accountability purposes and to protect the rights and entitlements of stakeholders.
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e GDS 38for Records of Relevance to the Royal Commission into Violence, Abuse,
Neglect and Exploitation of People with Disability to ensure that records of relevance
to the Royal Commission are protected and available for the purposes of the Royal
Commission and any subsequent actions involving the South Australian Government as
well as for future reference and accountability purposes and to protect the rights and
entitlements of stakeholders.

State Government agencies must ensure that all destruction is secure and confidential and
that a certificate confirming destruction is provided by private contractors.

State Government agencies also need to ensure they keep their own record of all records
destroyed, noting the relevant disposal authority. Proof of destruction may be required for
legal purposes, or in response to FOI applications. When records are destroyed, systems
that control them also need to be updated by inputting destruction dates and relevant
disposal authorities.

Standard methods for destruction of paper are shredding, pulping or other means that are
environmentally friendly.

Records in digital format must only be destroyed by reformatting or rewriting to ensure that
the data and any “pointers” in the system are destroyed. “Delete” instructions do not offer
adequate security as data may be restored or recovered.

For further advice about required destruction processes refer to the State Records website
(www.archives.sa.gov.au).

Normal Administrative Practice

What is NAP?

NAP is the concept that material can be destroyed according to “normal administrative
practices”. This provides for the routine destruction of drafts, duplicates and publications,
with the test that it is obvious that no information of continuing value to the organisation will

be destroyed. Originating in the National Archives of Australia the term is in general use in
Commonwealth Government agencies and has been adopted by some Australian states.

Material that can be disposed of under NAP comprises items of an ephemeral or transitory
nature created, acquired or collected by agency officers in the course of their official duties.
Such material has no ongoing value and is not usually incorporated into the agency
recordkeeping system. NAP falls into seven main groups:

e transitory or short term items, eg. phone messages, notes, compliment slips, office
notices and circulars

e rough working papers and/or calculations created in the preparation of official records

e drafts not intended for further use or reference, excluding official version drafts of
agreements, submissions and legal documents

e duplicate copies of material retained for reference purposes only

e published material which does not form an integral part of an agency record
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e system printouts used to verify or monitor data, or answer ad hoc queries, that are not
part of regular reporting procedures and not required for ongoing use

e transitory electronic data.

NAP in digital media

Just as telephone conversations or other verbal communications that contain information of
ongoing value should be documented, so voice mail, e-mail, facsimiles, word processed
documents, spreadsheets, etc. should be captured into corporate recordkeeping systems
when they contain information of ongoing value.
Agency induction and procedures must ensure that all officers are aware of their
recordkeeping responsibilities and that electronic records with ongoing value are captured

and retained in an appropriate way.

Only data included in the seven categories outlined above may be deleted from electronic
systems according to Normal Administrative Practice.

The NAP test

Where the information is not duplicated in the agency recordkeeping system, ask:
e Does the material form part of an agency transaction?

e Does it add value to an existing record?

e Does it show how a transaction was dealt with?

e Does it show how a decision was made?

e | Does it show when or where an event happened?

e Does it indicate who was involved or what advice was given?

e s it a formal draft of a Cabinet submission, an agreement or a legal document?

o Is the material included in a disposal class in General Disposal Schedule No.30 or in an
agency operational Records Disposal Schedule?

If the answer to any of these questions is YES then the material must not be destroyed
according to NAP.

Examples of NAP
Items that may be destroyed under NAP include:

e word processing documents and spreadsheets in electronic format after updating,
printing, or transfer to electronic recordkeeping systems

e drafts and rough notes not intended for further use
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e brochures, catalogues, price lists, unsolicited promotional material, etc. received from
external sources

e superseded copies of instructions, guidelines, standards, etc., not included in a general
or agency records disposal schedule

e extra copies of records no longer required for reference purposes
e copies of published items kept for personal reference
e unimportant messages and notes, eg. those required for only a few hours or a few days

e system printouts used to verify or monitor data, or answer ad hoc queries, that are not
part of regular reporting procedures and are not required for ongoing use

e transitory electronic data or documents not relating to or supporting the business.

Remember that NAP is provided in the interests of efficient recordkeeping and extends to
material of ephemeral and transitory value only.

Authority to use NAP

Destruction of material according to the above guidelines for Normal Administrative Practice
is authorised by General Disposal Schedule No. 30.

Legal Deposit

Legal deposit refers to statutory provisions that oblige publishers to deposit copies of their
publications in libraries'in the country in which they are published. Under the
Commonwealth Copyright Act 1968 and various Australian state Acts, a copy of any work
published in Australia must be deposited with (a) the National Library of Australia and (b) the
appropriate State Library. Legal deposit extends not only to commercial publishers but also
to private individuals, clubs, churches, societies and organisations.

In South Australia, one copy of publications produced for external use should be deposited
with the State Library and the Parliamentary Library (section 35, Libraries Act 1982).
Publications include books, newspapers, magazines, journals, pamphlets, maps, plans,
charts, printed music, records, cassettes, films, video or audio tapes, computer software CD-
ROMS, compact discs and other items made available to the public.

Further Advice and Assistance

State Records does not currently deliver face-to-face training to government agencies.
However, for advice and assistance on implementing GDS 30, as well as advice on records
appraisal, disposal, destruction, transfer and storage, contact State Records or visit the

State Records website (www.archives.sa.gov.au).

For suggested changes or updates to GDS 30, please also contact State Records
(staterecords@sa.gov.au).
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State Records Contact Details

State Records

GPO Box 464 Ph: +61 8 204 8791
ADELAIDE DX: 336 Adelaide
South Australia 5001 Website: www.archives@sa.gov.au

Email: staterecords@sa.gov.au
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The Schedule, featured in table landscape format, is arranged as described below:

Function

GDS 30 is divided into a number of functions:

e Asset/Physical Resource Management e Industrial Relations

e Board & Committee Management e Information Management
e Community Relations e Information Technology
e Compensation e Legal Services

e Employee Management e Publication

e Financial Management e Strategic Management

e Government Relations o Work Health & Safety.

Each function is shown at the start of each division.

For each function a scope note has been included which provides a definition of the
particular function and indicates whether or not the termis from the Keyword AAA
Thesaurus of General Terms (State Records Authority of New South Wales, as amended).
The scope note also identifies any exclusions or exceptions that the user needs to be aware
of.

Item Number

The numbering in the Schedule is multi-level:
¢ functions have single numbers

e activities have two level numbers and

e disposal classes have three level numbers.

For example:
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2. BOARD & COMMITTEE | The function of establishing and managing the
MANAGEMENT administration of boards and committees.
In the context of this function a board or committee can
also include tribunals, trusts, commissions, councils,
authorities, panels, taskforces, forums or groups created by
or under an Act of the Parliament of South Australia or by
ministerial authority; and to which one or more
appointments are made by a minister or the Governor.
Bodies covered by this function may be established to
either:
e advise an agency on agency matters or
e oversee or provide a framework for the direction and
control of an agency.

They may also be part-time or full-time.
Also includes establishing and managing the administration
of statutory officers.
Also includes management of the nomination, appointment
and separation of members, relations between an agency
and the board or committee, and meetings of boards and
committees or of formal subcommittees established by
them.

2.1 Advice The activities associated with offering opinions by or to the
organisation as to an action or judgment. Includes process of
advising. (KWAAA)

2.1.1 | Advice Records documenting advice received or | PERMANENT
provided by a governing or advisory body
to or from the Minister, the Government or
the agency in accordance with the body’s
charter or terms of reference.

Activity

The activity relating to the particular function is shown in 11 point bold Arial, e.g. Advice.

Description

Descriptions are at two levels, ranging from activities to specific disposal classes.

Definitions are provided for the activities in the Schedule and are featured in 17 point italic

Arial.
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Descriptions of each disposal class are then provided under the activity header and
description in 11 point Arial.

Disposal Action

Disposal actions relate to the disposal classes arranged under the activity descriptions.
Status of the class is either PERMANENT or TEMPORARY with a disposal trigger and
retention period given for all temporary records. It is to be noted that the retention period for
temporary records is the minimum period.

See Reference

See References are used throughout the Schedule to indicate when disposal coverage is
provided elsewhere in the Schedule by either a particular entry or number of entries. A See
reference to multiple entries is cited as See Item 5. EMPLOYEE MANAGEMENT (Various
Activities), for example.

See Also Reference

See Also References are used throughout the Schedule to indicate when there is a related
entry or number of entries. A See Also reference to multiple entries is cited as See Also 6.
FINANCIAL MANAGEMENT (Various Activities), for example.

List of Acronyms

ABN

AS/1ISO15489

ATO
CD-ROM
CE
CHRIS
EEO

eg

etc
EDRMS
FBT

FOI

GDS

Australian Business Number

Australian Standard/International Standard on records
management

Australian Taxation Office

Compact Disk Read Only Memory

Chief Executive

Corporate Human Resource Information System

Equal Employment Opportunity

For example

And the rest

Electronic Document and Records Management System
Fringe Benefits Tax

Freedom of Information

General Disposal Schedule
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GST Goods and Services Tax
HIRMS Hazard Incident Reporting Management System
HRMS Human Relations Management System
ICAC Independent Commissioner Against Corruption
ISO International Standards Organisation
KAAA Keyword AAA: A Thesaurus of General Terms
LAN Local Area Network
NAP Normal Administrative Practice
OH&S Occupational Health & Safety
OPI Office for Public Integrity
PAYG Pay As You Go
RDS Records Disposal Schedule
RTO Registered Training Organisation
SA South Australia
SAES South Australian Executive Service
SAPOL South Australia Police
SARKMS South Australian Recordkeeping Metadata Standard
TAFE Training and Further Education
VPN Virtual Private Network
VPuN Virtual Public Network
WAN Wide Area Network
WH&S Work Health & Safety
Y2K Year 2000
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List of Definitions

Readers should note that definitions in Italics are taken from Keyword AAA: A Thesaurus of
General Terms, revised edition 1998, terms with a # hash are taken from AS/ISO14589
Australian Standard/International Standard on records management —2002, and terms with
an asterix (*) are taken from the State Records Act 1997.

A glossary of recordkeeping terms can also be found on the State Records website
(www.archives.sa.gov.au).

Abuse Physical abuse - the infliction of pain or injury, physical
coercion, or physical or drug induced restraint.

Psychological or emotional abuse - the infliction of mental
anguish.

Financial or material abuse — the illegal or improper
exploitation or use of funds or resources.

Sexual abuse — non-consensual sexual contact of any kind.

Neglect — the refusal or failure to fulfil a caregiving obligation.
This may or may not involve a conscious and intentional
attempt to inflict physical or emotional distress.

SA Information Sharing Guidelines for promoting safety and
wellbeing (ISG) https://www.ombudsman.sa.gov.au/wp-
content/uploads/New-ISG.pdf

Acquisitions “Acquisitions” - includes the goods and services purchased
by an agency or business unit. These include creditable
acquisitions, GST free acquisitions and acquisitions for
making input taxed supplies.

Action completed A disposal action directing the legal destruction of records
documenting a particular set of transactions linked to a
function and activity set when all business action relating to
that function and activity has been completed (if known).

Activity A task or operation performed as part of an organisation’s
business to execute some or all of a function. An activity may
be performed in relation to one or more administrative or
operational functions.
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Agency* An agency means:
e the Governor
e a Minister of the Crown
e acourt or tribunal
e a person who holds an office established by an Act

e an incorporated or unincorporated body established for a
public purpose by or under an Act; or established subject
to control or direction by the Governor

a Minister of the Crown or any instrumentality or agency
of the Crown

e adepartment or other administrative unit of the public
service

¢ the police force

e a municipal or district council

e a person or body declared to be an agency.
It does not mean:

e a House of Parliament or a committee of the Parliament
or a House of Parliament

e a present or former officer of a House of Parliament

Agency* (cont.)

e a present or former member of a House of Parliament (
other than a Minister in respect of records made or
received in his or her capacity as a Minister)

o apresent or former member of staff of a House of
Parliament or the joint parliamentary service.

HOWEVER, in the context of this General Disposal Schedule
Local Government is not covered.

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.

Keeping Archives (2" Edition), Ellis (ed)

Audit SCOPE NOTE The activities associated with officially
checking financial, quality assurance and operational records
to ensure they have been kept and maintained in
accordance with agreed or legislated standards and correctly
record the events, processes and business of the
organisation in a specified period. Includes compliance
audits, financial audits, operational audits, recordkeeping
audits, skills audits, system audits and quality assurance
audits. See also inspections.
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Boards &
Committees

Children and
young people

Contract let

Contract under
seal

Complex

Compliance

Discovery order
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For the purposes of GDS 30 includes boards, committees,
tribunals, trusts, commissions, councils, authorities, panels,
taskforces, forums, and groups created by or under an Act of
the Parliament of South Australia or by ministerial authority;
and to which one or more appointments are made by a
minister or the Governor. Boards and committees, for the
purposes of GDS 30, may be governing (statutory) or
advisory (non-statutory) bodies. They may also be part-time
or full-time.

Unborn children, babies, children and young people up to the
age of 18 years.

SA Information Sharing Guidelines for promoting safety and
wellbeing (ISG) https://www.ombudsman.sa.gov.au/wp-
content/uploads/New-ISG.pdf

A contract is let when the tender process is completed,
agreement is reached and the contract is signed.

A contract under seal is also termed a specialty contract. A
contract under seal is a formal contract which does not
require any consideration and has the seal of the signer
attached, eg a Minister’s seal. It is conclusive between the
parties when signed, sealed, and delivered.

A complex case is one that involves a multiplicity of
uncertain areas of fact, law or both.

Ensuring that the requirements of laws, regulations, industry
codes and organisational standards are met.

AS3806-2006 Compliance Programs

A category of procedural devices employed by a party to a
civil or criminal action, prior to trial, to require the adverse
party to disclose information that is essential for the
preparation of the requesting party's case and that the other
party alone knows or possesses.
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Disposal class

Electronic
Document and
Records
Management
System

Employee

Equipment
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Dispose of an official record means destroy or abandon the
record; or carry out an act or process as a result of which it is
no longer possible or reasonably practicable to reproduce
the whole or a part of the information contained in the record;
or transfer or deliver ownership or possession of or sell the
record, or purport to do so. Does not include transferring or
delivering the record to State Records or between one
agency and another. “Dispose”, beyond the definition of the
State Records Act 1997, can also include the permanent
retention of a record.

Classes of records performing or recording similar activities
or transactions (for example, a register or set of forms) and
therefore having the same retention period and disposal
action.

An automated system used to manage the creation, use,

management and disposal of physical and electronically

created documents and records for the purpose of:

e supporting the creation, revision and management of
digital documents

e improving an organisation’s work flow

e providing evidence of business activities.

These systems maintain appropriate contextual information
(metadata) and links between records to support their value
as evidence. EDRMS are a subset of business information
systems whose primary purpose is the capture and
management of digital records.

Adapted from the ERMS entry of National Archives of
Australia - Glossary

Includes a Ministerial, ongoing, temporary, part-time, casual,
sessional, weekly paid and hourly paid employee, person
working under scholarships, traineeships, apprenticeships,
volunteer arrangements and similar relationships.

Office for the Public Sector

Includes IT hardware, instruments, implements, tools,
machines, plant, furniture and furnishings inside or outside a
building.
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“(a) a member of the South Australian Executive Service
(SAES); or

(b) an employee to whom clause 3(3) of Schedule 3 applies
and who is not a member of SAES”

Public Sector Act 2009

The first level of a Business Classification Scheme.
Functions represent the major responsibilities that are
managed by the agency to fulfil its goals. They are high
level aggregates of the agency’s activities.

A guideline is a recommended course of action based on
evidence-based best practice.

Guidelines provide specific detail on matters which are the
subject of legislation, regulation, policy or decision by agency
executive and are discretionary.

A guideline should demonstrate:

e evidence-based best practice to promote accountability

e reference to related legislation, policy, decision by
agency executive or operational need

DECD's Brighter Futures e-bulletin (2013)

A substance or mixture that meets the criteria specified in
the Approved Criteria for Classifying Hazardous Substances
[NOHSC:1008(2004)].

Hazardous substances may be very toxic, harmful, corrosive,
irritant, sensitising, carcinogenic, mutagenic, toxic to
reproduction.

Hazardous Substances Regulations apply to substances that
have health affects as mentioned above. The Regulations
apply to those hazardous substances that are used or
produced in a work activity.

Describes issues or matters that involve Ministers, Cabinet
or Across-Government bodies.
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Inspections SCOPE NOTE The process of official examinations of
facilities, equipment and items, to ensure compliance with
agreed standards and objectives. See also Audit.

SENTENCING TIP Use the Inspections activity for
examinations of equipment, items and facilities.

Landmark A landmark case is one that clarifies or provides guidance on
what hitherto has been an uncertain area of law.

Landmark structures have cultural and historical significance,
eg the Adelaide Railway Station, the State Bank (now known
as the Westpac) Building and the “Treasury Building”.

Major/minor Major refers to transactions which are greater in importance,
impact, or which have added significance to the activity
being documented. Minor includes all the other transactions
of a routine nature.

Metadata In the context of recordkeeping, metadata includes that

which:

e gives a record its unique identity in the system and
classifies it in/‘a classification scheme

e describes content, structure and context. For example, a
title, abstract, its type of format and context, who created
it, where it was created, when it was created and its
relationship with other records

e provides information or evidence about processes a
record may have undergone such as viewing,
transmitting, transferring custody, accessing, reviewing,
sentencing, etc.

South Australian Recordkeeping Metadata Standard, State
Records of South Australia

Meetings SCOPE NOTE The activities associated with gatherings held
to formulate, discuss, update, or resolve issues and matters
pertaining to the management of the section, department, or
organisation as a whole. Includes arrangements, agenda,
taking of minutes etc. See also Committees.

SENTENCING TIP The Meetings activity deals with less
formal gatherings pertaining to the management of
something.

Migration# The act of moving records from one system to another, while
maintaining the records’ authenticity, integrity, reliability and
usability.
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National or State
significance

Normal
Administrative
Practice (NAP)

Official record*

Permanent record

In relation to buildings and properties, ‘national or state
significance’ includes natural, historic and/or indigenous
significance. A building or property of national or state
significance may be listed in the Register of the National
Estate, by the World Heritage Commission, or on a State
heritage listing. Also includes classification by the National
Trusts.

Adapted from National Archives of Australia Administrative
Functions Disposal Authority (March 2010)

The concept that material can be destroyed according to
“normal administrative practices”. This provides for the
routine destruction of drafts, duplicates and publications, with
the test that it is obvious that no information of continuing
value to the organisation will be destroyed. For further
details see p.16-18.

A record made or received by an agency in the conduct of its
business, but does not include:

e arecord made or received by an agency for delivery or
transmission to another person or body (other than an
agency) and so delivered or transmitted; or

e arecord made by an agency as draft only and not for
further use or reference;

o arecord received into or made for the collection of a
library, museum or art gallery and not otherwise
associated with the business of the agency; or

e a Commonwealth record as defined by the Archives Act
1983 of the Commonwealth, as amended from time to
time, or an Act of the Commonwealth enacted in
substitution for that Act; or

e arecord that has been transferred to the
Commonwealth.

A record that has archival value and is retained permanently
in accordance with an approved disposal schedule, and will
be available for research by the general community subject
to appropriate access conditions.
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Personal file Agencies must establish and maintain one personal file for
each employee. It is recognised that some information will
be stored separately in an electronic human resource
management information system, but this information must
be available on request by the employee and be provided to
the 'new' agency as part of the personal file when an
employee is assigned/appointed/transferred to another
public sector agency and ceases employment with their
previous substantive agency.

Personal files must be confidential and kept in a secure
place. An employee is entitled to, on request, inspect the
contents of their file and/or obtain a copy. Other than the
employee, the only persons who are permitted to have
access to a personal file are those who are required in the
course of their duties to refer to the particular file.

Commissioner’s Standard No.2 — Quality Staffing (March
2007) (superseded)

Policy A policy is a concise, definitive statement of direction which
is mandated and provides a framework for decision-making.

Policies state WHAT the agency’s position is on a specific
topic or issue; WHY it has adopted that position and to
WHOM it applies.

A policy should demonstrate:
o legislative compliance and strategic alignment
e clear direction, accountability and transparency.

DECD's Brighter Futures e-bulletin (2013)

1. Position refers to a number used by a Human Resource
Position Management System to help monitor and track the FTE cap
within a particular agency.

A procedure is a series of mandatory step-by-step
Procedure instructions that states how a policy or decision by agency
executive must be implemented.

Procedures state WHO is responsible, WHAT they must do
and HOW and WHEN they must do it.

A procedure should demonstrate:
e mandatory operational actions to be followed

o reference to related legislation, policy or decision by
agency executive.

DECD's Brighter Futures e-bulletin (2013)
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Includes buildings and land allotments owned, rented or

Properties leased by the agency, such as office blocks, repositories and
workshops.
Record® e written, graphic or pictorial matter; or a disk, tape, film; or
e other object that contains information or from which
information may be reproduced (with or without the aid of
another object or device).
Recordkeeping Data describing contexts, content and structure of records
metadata# and their management through time.
Register A register, traditionally maintained as a volume or set of

index cards and more recently as a database, is a‘'mean of
control and information retrieval. It provides consolidated
identification detail for a range of activities, including the
management of assets, equipment and stores, and
identification of contracts, staff and volunteers.

Retention period The period of time, usually based on an estimate of the
frequency of current and future use, and taking into account
statutory and regulatory provisions, that records need to be
retained before their final disposal. Sometimes also used to
indicate the length of time records are to be retained in
offices before being transferred to secondary storage.

Keeping Archives (2™ Edition), Ellis (Ed)

Role Is a body or package of work that is required to be
undertaken at a particular remuneration level, eg
Administrative Officer ASO2.

Sealed contract or  The term “contract under seal” or “sealed document” has a

documents particular legal meaning and a specific retention period
depending on whether they are governed by a State or
Federal Act. Contracts or documents “under seal” have an
official seal or impression located adjacent to the signatures.

Sentence The act of applying the relevant disposal schedule to
records.
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Significant or
substantial

Standards

Stores

Substance

Supplies

Temporary record

Transaction

General Disposal Schedule No. 30 Version 2

Significant or substantial involves public interest or
controversy and may include cases where there was
extensive parliamentary debate and/or coverage in the
media, such as occurred in relation to: the State Bank
litigation; the establishment of the Across-Government
computer (EDS) contract; the sale/lease of the Electricity
Trust of South Australia entities; or the dismissal/resignation
of a Minister.

A standard is a stated expectation on a variable scale
regarding the quality of a process, an achievement or
content.

A standard should demonstrate:

* clear measurable outcomes that focus on compliance
which may be documented separately or within a policy
» reference to related legislation, policy or decision by
agency executive

DECD'’s Brighter Futures e-bulletin (2013)

SENTENCING TIP Use the Standards activity when applying
or implementing standards.

Includes chemicals, hardware, home-ware items,
kitchen/cleaning items, medical supplies and stationery.

Means chemical elements and their compounds in the
natural state or obtained by any production process,
including any additive necessary to preserve the stability of
that product and any impurities deriving from the process
used, but excluding any solvent which may be separated
without affecting the stability of the substance or changing its
composition.

Includes the goods and services sold by an agency or
business unit, such as taxable supplies, GST free supplies
and input taxed supplies.

Records with no archival value that can be sentenced for
destruction.

Keeping Archives (2" Edition), Ellis (Ed)

The smallest unit of business activity.
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Vehicles

Visitors

Visits

Vulnerable

Vulnerable adult

Website
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Includes any means of conveyance owned or used by the
agency to transport employees or items.

Persons to whom the agency gives (or is to be treated as
giving) an invitation or permission to enter or use the
premises, ie visitors are persons who have the express or
implied permission of the agency to be on the premises.

Visits are “official” when the visitors are guests of the
Government.

A condition of being susceptible to emotional, developmental
or physical harm. A situation where one or a number of
factors are causing adversity. ‘Vulnerability’ indicates the
level of susceptibility.

SA Information Sharing Guidelines for promoting safety and
wellbeing (ISG) https://www.ombudsman.sa.gov.au/wp-
content/uploads/New-ISG.pdf

Generally a vulnerable adult is a person unable to protect
themselves from abuse or\ exploitation. This may result in
guardianship, supported living or safeguarding arrangements.
A vulnerable adult is one who is:

* unable to safeguard their own wellbeing, property (including
money, shares or other financial

interests), legal rights, safety or other interests; and, either
» engaging (or likely to engage) in conduct that causes or is
likely to cause self-harm or-harm to other; or

» where another person’s conduct is causing or is likely to
cause the person or groups of other people to be harmed or
exploited.

SA Information Sharing Guidelines for promoting safety and
wellbeing (ISG) https://www.ombudsman.sa.gov.au/wp-
content/uploads/New-ISG.pdf

A website, also written as web site,[1] or simply site,[2] is a
set of related web pages typically served from a single web
domain. A website is hosted on at least one web server,
accessible via a network such as the Internet or a private
local area network through an Internet address known as a
uniform resource locator (URL). All publicly accessible
websites collectively constitute the World Wide Web.

Wikipedia
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Workflow The automation of a business process in whole or part,
during which documents, information or tasks are passed
from one participant to another for action, according to a set
of procedural rules.

ASISO 5090-2003
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List of Functions and Activities in GDS 30 Version 2

ASSET/ PHYSICAL RESOURCE MANAGEMENT........cccooiiinnnnnnnnns 44
Accidents & INCIAeNtS ........coooiiiiiie 44
AlOCALION. ... 45
AITANGEMENTS ... 45
(©70] o 1 1 (U o 1o o 46
(@] ] (o R 47
DISPOSAI ... 47
Fit-OULS oo 48
INStallation ... 49
Leasing (ASSELS) ....cceeiiiiieiiee e 51
Leasing-Out (ASSEtS)......ccuviiiiiiiiiiiiiiieeeeeeeeeeee e 52
MaINTENANCE. ...t e e 53
MOVING. .ttt 54
Preservation ... e e 55
ST=Te10] 4 Y SSRRRIN  AURY 2o 0 U X 0 AU f SN U 1 N (o S 55
S0 Te3 4 =1 (= S SO L S SO N U S O S 57

BOARD & COMMITTEE MANAGEMENT ...t 58
AdviCe .. 1./ N e e R R 59
AGrEEMENTS ... 59
FaY o] o =T= | £ A S SR EPPPRRRR 60
AULOTISAION ... 61
MEMDBEISNIP .....coeeeeeeeee e 61
Proceedings ........coooviiiiiiiiiiiiiiie 63
=T 0T 0] 11V S PPUPTR 66

COMMUNITY RELATIONS ... ooeeeeeeeeeeeeeese e e ee e e s es s e e e s s s s s s e ne s s e s e nsnennnnnes 67
Addresses (presentations) .........ccoeeeeiiiiiiiiiiiiie e 67
AITANGEMENTS ... 68
(O] 01 1T (=g o7 R 68
ENQUITIES e 69
EVENES . 70
GrEETINGS. ..ttt nnne 71
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LIBISON e 72
MarKEtiNg .....coeiiiiiiiiiiiiiiee e 72
Media Relations ........coooiiiiiii e 73
PUDbIic REACHION ... 73
10 o] 0 011511 (o] o 1SRN 74
BT 7SR 75
COMPENSATION......cooiiiiicceeerrre e s s ssssmns e e smnnn s s e s e s s s mmnnes 77
Case Management (Compensation Claims).................uuuieeiiiiiinennnns 77
RECOVEIY ... 80
EMPLOYEE MANAGEMENT ... e 82
Y o] == 1 3SR AN S 82
AITANGEMENTS ... e 82
Case Management (EmMPpIOYEES).......ccoieieieiiiiiiiiiiicii et 83
Case Management (ROIES) ..........uuuuuuuiiiimiiiiiii et e 86
(@] | (o o N S SO U O SO 86
(0718 ] 01511 111 o ISR UL SN SN S SUN SRR AR S SUURRRRS PSR SR SO 87
DISCIPINE ... e e 88
Employment Conditions ..........ccciiiiiiiiiiiiiiiii e 89
LT ToNY 7= g TS L S B 0 S 90
INFAINGEMENTS ... 91
Performance Management.............ooouuviiiiie i i 91
ReCIUIIMENT . ... e 92
RemMUNEratioN........ocii e 93
Representatives ...........oooveiiiiii e 95
S T= o U] 1Y/ RS 95
1= o= 1= (o] I S 97
1= 111 T ORI 97
FINANCIAL MANAGEMENT ... 100
ACCOUNTING ..t e e e e e e e e e e e e e e e e eeenees 100
ACUISITION ... e e e e e eeeees 104
AlTOCALION. ... 107
BUudgeting .....ccooviiiiiiii 108
(O] 0] (o )RR 109
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Financial Statements............ 109
Grant FUNAING ....eeieiiiiiiiiiii e 110
INSUFANCE ... 110
Payments .......coooiiiiiiiii 111
Procurement (Goods & SErviCes)........uvveieiieiiiiiiiiiiieee e, 112
1K= €= 11T o S 116
Treasury Management ..o 118
GOVERNMENT RELATIONS ... ee e e e 119
Addresses (presentations) ........ccoooeeeiiiiiiiiiiii i 119
Briefings (AQENCIES) ......oovviiiiiiiiiiiiiiiiieeee e 120
GrEELINGS. .. 122
0T T 1T = U S AP 122
AV | U S ST T 123
INDUSTRIAL RELATIONS ..... .ot ee e e e e e s e st e et s e e ds 125
AQVICE .. 125
Agreements (Industrial) .../ 126
Y o] 01=T= | 3ty S N L S S U BN SN RS 127
Disputes (INAUSEFIAl) ......ieoiiiii it e 127
INFORMATION MANAGEMENT .......cocoiiiiiimimimiini it e e 128
Case Management (FOI).........io il 128
(@70 01 (o ) I S R 129
Data Administration .............cooo oo 131
DiISPOSAI ....eieieieiiiee e 132
DiStriDULION ... 133
g o [ 1= 133
Intellectual Property ... 134
TN 7=T o] o] oY PPN 135
Preservation ... 135
o 1 VZ= TV PSSR 136
SECUIEY .ttt nnnnnne 137
INFORMATION TECHNOLOGY......cccoiiiiiiiiririnsssssss s s s s ss s 139
Application Development............cooo oo 139
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DiISPOSAI ... 140
Maintenance (IT) .....oooeiiiiiiiiiieeeee 140
System Management ...........coooviiiiiiiie e 141
LEGAL SERVICES. ... s s 142
AGVICE <. 142
Litigation ......coveiiiiiieeeee e 143
PUBLICATION......ccc s 145
COorporate StYIE .......uuuieiiiiiiiiiie e 145
Distribution .......oooiiiii 145
Production .........cooo oo s 146
STRATEGIC MANAGEMENT ......ooiiiiiieieetreesnrnss s ssssssssss s s tnenneses 148
Abuse Incidents and Allegations. ............cccooiiiiiiii e, 179
AGVICE ..o 148
AGrEEMENTS ... 149
AU 150
DA {gTo] 4 FT= 1T o o S S L P S AP 151
(O] 1010 411 L= S S S L N DR S SO R 155
(O] g g1 o1 =g Lo >SN e S L SN 0 0 S 157
Control.. e ook deeeddeeeeblee bbb b e oo dob e dodennnes sl 158
CUSIOMET SEIVICE ...ttt et e 159
[T o =1 1] £ O PP 159
Evaluation & REVIEW ...........iiiiieiiee e 160
Integrity Investigations.............cooiiiiii i 161
JOINEVENTUIES ... 163
LegiSlation .........cooe i 165
MEETINGS. ....oiiiiiiiiiiieeiee e 165
Performance Management..............ooovviiiiiiieiiieiiiceee e 167
Planning ....oooooiiiiie 167
POIICY ... 168
o 0Tt [ 1] =SSR 170
Program Management.............ooiieiiiiiii i 172
Project Management ... 173
ReECOGNITION .eeeeie e 174
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ReEPOIING. ... 175
RESEAICN ... 178
ReESIUCIUMNING ...eeieeeeeeeeee e 178
Risk Management ..........ooooviiiiiiiiiiiii 179
SOCIAI ClIUDS ...t eennnnnees 181
R €= 110 F= o £ S 181
Suggestions (EmMPIOYEES) .....coovveeiiiiiieieeeeeeece e 181
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Infringements, EMPLOYEE MANAGEMENT ........cccvviininnuecsecssnncsenssnccsancsnecsaees 86
Inquiries, GOVERNMENT RELATIONS .......ccoceevinvnsuicsenssensuncsansncssecsssssesssessasssesans 117
Inspections, WORK HEALTH & SAFETY ...uuuuiivviinviicsvrinssnisssnncssssncssnncssssscssssscses 178
Installation, ASSET/ PHYSICAL RESOURCE MANAGEMENT .......ccccceevreeruecnnee 44
Insurance, FINANCIAL MANAGEMENT.......eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesessssssees 105
Integrity Investigations, STRATEGIC MANAGEMENT ......c.ccoeecvrrueenrnecsuenssuccsencnne 154
Intellectual Property, INFORMATION MANAGEMENT ........cccccesveruecsuenssnccsunccnne 129
Inventory, INFORMATION MANAGEMENT .......oiineinsecsenssnnnsncsssecsaesssacsssacnns 130
-J-
Joint Ventures, STRATEGIC MANAGEMENT........ccccevvvvtrineissennsensseicsaecssancssecsans 156
-L-
Leasing (Assets), ASSET/ PHYSICAL RESOURCE MANAGEMENT........ccccceceeuees 46
Leasing-Out, ASSET/ PHYSICAL RESOURCE MANAGEMENT ........cccoceeueerurenneee 47
LEGAL SERVICES.....iiniinninninnnenssinsssisseessississsissessssessssssssssssassssesssssssassssasssss 137
LEGAL SERVICES, AQVICE...cccccerrurssrrcsenssunssnnssrecssnssssesssecsssessansssassssassssesssssssassssassse 137
LEGAL SERVICES, LitigatioN....cccccecivvercisnrcsssrncssnncsssnecssssesssssssssssssssssssssssesssssssssssses 138
Legislation, STRATEGIC MANAGEMENT .......iiiviiiivrinssrisssnressssncsssnessssscssssscses 158
Liaison, COMMUNITY RELATIONS .....ccoviniirinrnsecsenssecssecsansncssessssssesssessassssssssssssss 67
Litigation, LEGAL SERVICES.......ciiiinsinsnsinsnicsenssesssecssssssssssssssssssssssssssssssss 138
-M-
Maintenance (IT), INFORMATION TECHNOLOGY .....ccccovrirrvrrirsnrcscnrcscnercscnencses 135
Maintenance, ASSET/ PHYSICAL RESOURCE MANAGEMENT ......cccccceceeerrunerecee 48
Marketing, COMMUNITY RELATIONS ...cciiiinensenssrecsenssaecssecsssesssnssssessassssesssses 67
Media Relations, COMMUNITY RELATIONS.....ccccttteecccrsssssnanserecccssssnsassassacccns 68
Meetings, STRATEGIC MANAGEMENT .......cccivviiinviiissnisssnncssssncssssrsssnsnessssscsssscses 158
Membership, BOARD & COMMITTEE MANAGEMENT .......ccccevinvensuccsensecsaecsnnes 56
Moving, ASSET/ PHYSICAL RESOURCE MANAGEMENT .......ccccceceruecrunsecsaecnenes 49
-P-
Payments, FINANCIAL MANAGEMENT ........ccuiiiniiininnsninsnensnncssesssscsssecssscnees 106
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Performance Management, EMPLOYEE MANAGEMENT ........cccoeverernuenseecsnecnnes 86
Performance Management, STRATEGIC MANAGEMENT ........cccccevvuecrerisuccsunccnne 159
Planning, STRATEGIC MANAGEMENT .......cccovviiinviicssnicssnnissssncssssnsssnsnsssssscsssscses 160
Policy, STRATEGIC MANAGEMENT .....cccocvruirrenssensuicsensecssncsassnsssecssssessssssasssssses 161
Preservation, ASSET/ PHYSICAL RESOURCE MANAGEMENT . .......ccccvvnmeeereeccens 50
Preservation, INFORMATION MANAGEMENT ......iiiicccecnscnsnnneneeccessssonnasaans 130
Privacy, INFORMATION MANAGEMENT ......ccinvericsnsenseecsenssecsaecsssssesssecsasssessns 131
Procedures, STRATEGIC MANAGEMENT ......eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesesssesees 163
Proceedings, BOARD & COMMITTEE MANAGEMENT ........ccccceverrensuecsunsecsaecnenes 58
Procurement (Goods & Services), FINANCIAL MANAGEMENT ........cccceeecveruerenne 107
Production, PUBLICATION .....cccueeieiccccccsccssansescecccsssssonsasssssccssssssssansassasssssssssnnasssss 141
Program Management, STRATEGIC MANAGEMENT .......ccccoeeenrueesrnecsenssuccsencnne 164
Project Management, STRATEGIC MANAGEMENT .......ccovverrvuenreensnecsencsnccsancnne 166
Public Reaction, COMMUNITY RELATIONS......covitvinensecsenssenssecsnsssnessecsasssncssscsnses 68
PUBLICATION ..uuiiiiiinnecnnecsnnnsnenssecsssecssnssssssssecsssessssssssssssassssessssssssssssassssssssssssassssassnne 140
PUBLICATION, COrporate Style ......cceiceceieissencssnicssanicssnnecssssesssssssssssssssesssssssssesses 140
PUBLICATION, DiStriDULiON ..cccccceccceeeeeecceccsscssansereeccccssssnnasssssecssssssnsansassasesssssssnnasases 140
PUBLICATION, Production ...ccccccceceseeeeeccecccsscssanseseecccsssssnsasssssccssssssssansassssssssssssnsassass 141
-R-
Recognition, STRATEGIC MANAGEMENT ......cciiininnsirnsiinenssnennnicsnesssnnsssessans 167
Recruitment, EMPLOYEE MANAGEMENT .......iiininnennsnenssnncssesssscsssecsssncsens 87
Rehabilitation, COMPENSATION......ciiiiniiireinniinsninneicssinsnnsssessssssssssssssssesssssesees 75
Remuneration, EMPLOYEE MANAGEMENT........iiiiinneicnnensencsnecsssncnees 88
Reporting, BOARD & COMMITTEE MANAGEMENT ..........uvvrnsennuncsuecsercnnees 61
Reporting, STRATEGIC MANAGEMENT .......iiinenniinsneisenssnessssecssesssassssessnns 167
Representatives, EMPLOYEE MANAGEMENT .......cciccivnniiiiinsnniccsssnsnccssssssncsssssssaces 90
Research, STRATEGIC MANAGEMENT ......ciininninniinsnnnsenssnessssicssesssnnsssessan 170
Restructuring, STRATEGIC MANAGEMENT.......cinninsinnennsnensnicsnecssencssessnns 170
Risk Management, STRATEGIC MANAGEMENT.........ccocceeviinvnnsecssercsenssnccsnecsnns 171
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-S-

Security, ASSET/ PHYSICAL RESOURCE MANAGEMENT .......ccccceeveruercuecsunccnne 50
Security, EMPLOYEE MANAGEMENT .......ccceeninnirnsensnnnsnensnssssesssncsssesssasssaesssnsnne 920
Security, INFORMATION MANAGEMENT ........ccinirnrennrensecssnecsaesssncsssecssnecsanns 132
Separations, EMPLOYEE MANAGEMENT .......cccoviiinniiinvrinssnncssssncsssncssssncsssssssensecs 92
Social Clubs, STRATEGIC MANAGEMENT .......ciinrinnsnensecssnecsaesssaccssecssecsanns 173
Standards, STRATEGIC MANAGEMENT ........uiiniinrensseensecssnccsaesssnccssecssecsanes 173
Stocktake, ASSET/ PHYSICAL RESOURCE MANAGEMENT ........cccoceerercruensunecnne 52
STRATEGIC MANAGEMENT ......uuiniintinniinsninnnensnensssesssessssesssessssssssessssssssassssesssans 143
STRATEGIC MANAGEMENT, Abuse Incidents and

D | 1) 1 e 143
STRATEGIC MANAGEMENT, AAVICE...ccccvceeirsrrissnecssnnicssneecsnecsssnecssssnsssssscssascssnes 143
STRATEGIC MANAGEMENT, AGreements ......cccccceeerseeecssneecsneesssneessssesssssncssascssnes 144
STRATEGIC MANAGEMENT, AUdit.....ccciiinseeisssnnissnnncssneecsneecsneessseecsssanessascssnes 145
STRATEGIC MANAGEMENT, Authorisation...........iiieeicsseecnseecssnncsssnnesnnns 146
STRATEGIC MANAGEMENT, COMMILEEES ...ceeerrrerrcsserrcssneecsneecssneessseecsssancsssancssnes 148
STRATEGIC MANAGEMENT, Complianee ......ccceeecnveeicssneccsneccsneecssseecsssnnesssancsnnes 150
STRATEGIC MANAGEMENT, CoONtrol .......cieiiinseiciseeccsnecsseecssseecssseecsssanessnes 151
STRATEGIC MANAGEMENT, CuStomer SEIVICE ......ccccceveeecsneecsnneessseecsssanesssancsanes 152
STRATEGIC MANAGEMENT, DoONAtions .......ccceeeinsencsseencsneccsnecsssnecsssencsssancssnes 152
STRATEGIC MANAGEMENT, Evaluation & Review ........cieicieecccneecsseecssnencsnnns 153
STRATEGIC MANAGEMENT, Integrity Investigations.........cccceeecuveeccscrnneecssssnseees 154
STRATEGIC MANAGEMENT, Joint Ventures........cccoceecsveeecseeccseecssseecsssencsssencsanes 156
STRATEGIC MANAGEMENT, LegiSlation........ccccceevveeicineicsneccsnecssnnecssneecsssenesanes 158
STRATEGIC MANAGEMENT, MEELINGS ....cceevvureissnncssnnicssnecssneesssnecssssecssssnssssancssnes 158
STRATEGIC MANAGEMENT, Performance Management.........cceceeeescnnrecsscnnseeces 159
STRATEGIC MANAGEMENT, Planning ......c.iecneeiciseccssseccseecssseecssssncsssascssnes 160
STRATEGIC MANAGEMENT, POLiCY ...cccovveeissenissnncssnnncssnencsnncssnnecssseecsssencsssancssnes 161
STRATEGIC MANAGEMENT, Procedures ......cicieicneeccseecsseecsssnncsssanessne 163
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STRATEGIC MANAGEMENT, Program Management..........ccceeecerercnercscnercsssnscsenne 164
STRATEGIC MANAGEMENT, Project Management.........ccceeeeeeeuercscnnrcscnencssnsecsones 166
STRATEGIC MANAGEMENT, ReCOZNItION ....ceeeerericrsnricssnrcssrncssnnessnsrcssssrcssssncsenns 167
STRATEGIC MANAGEMENT, RePOIting ......cccceevveervericssnressnrcsssncssnsncssssrcssssscsenss 167
STRATEGIC MANAGEMENT, ReSEAICh ......cceeerrrrrrrrrrrrrrrerssssssssssssssssssssnsssssssssssssnes 170
STRATEGIC MANAGEMENT, ReStructuring........ccceeeveeccercsssressnrcssnsrcssnsrcssssscsenss 170
STRATEGIC MANAGEMENT, Risk Management .........cccccceeverercnnrcscnnrcscnsncssssncsenns 171
STRATEGIC MANAGEMENT, Social ClubS.......ccccceeeveesecsnessensaecsensecsaecsasssecsseesenes 173
STRATEGIC MANAGEMENT, Standards ... 173
STRATEGIC MANAGEMENT, Suggestions (Employees)........ccceeeerercuercscnnrcscanrcsenne 173
Submissions, COMMUNITY RELATIONS ......ccicviniesecsnssenssecsenssesssecsssssessssssasssasan 69
Suggestions (Employees), STRATEGIC MANAGEMENT.........ccccecvercnrcrcnnrcscnnncsnns 173
System Management, INFORMATION TECHNOLOGY .....cccccecervurrcrcnnrcscnnrcssnnecsenns 136
-T-
Taxation, FINANCIAL MANAGEMENT ......iiiniiiiiininniinsnecsnccssessssnsssessseesens 111
Treasury Management, FINANCIAL MANAGEMENT .....cccccccceeervvnniccsssnnercssssnsneces 113
-V-
Visits, COMMUNITY RELATIONS ......ccocirvisiesrsrensecsanssesssecssesnsssnssssssassssssssssasssessae 70
Visits, GOVERNMENT RELATIONS ......ccoctevtrenruecsenssecsarcsesssnssansessancsssssassssssassssssns 118
-W-
WORK HEALTH & SAFETY .uuiiniiriininnicensensnecsnnsecssicssssesssesssssssssssssssssssssssssssssssss 175
WORK HEALTH & SAFETY, Accidents & INCIdents ......ccccccceeeeecececrccnaneeceeccecsocnnns 175
WORK HEALTH & SAFETY, CONLIol..eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesssesesssssssssees 176
WORK HEALTH & SAFETY, Health & Safety Promotion & Wellbeing............... 177
WORK HEALTH & SAFETY, INSPeCtions.......cccceeceeescnrccssnncssnncsssressssncssssrossnsscsensecs 178
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