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1. Introduction

Victorian Women with Disabilities Network (VWDN) commitment to accurate and secure record keeping should reflect good practice, privacy, legal and auditing requirements. We therefore maintain that records should be confidentially destroyed in a timely manner in order that we are not holding personal details beyond the dates set out in the policy.
VWDN will maintain and dispose of records in accordance with the standards outlined by the Public Records Office of Victoria, other relevant Codes of Practice and legislation.
2. Purpose

This policy outlines what kind of information should be created, managed, retained and disposed of in accordance with privacy, legal and auditing requirements. 
3. Policy

3.1. VWDN records are valuable and often vital assets which facilitate daily functioning and operations. Records of transactions need to satisfy a variety of legal, administrative and audit conditions. More enduring records document organisational memory, providing the principal source of continuity.  
3.2. Records will be stored as long as required to meet legal requirements and administrative efficiency.  
3.3. In the interest of the environment, and to minimise risk, electronic records should not be duplicated.  If emailed copies of documents are being held in electronic files on the server, there is not a requirement to print out that information and file the hard copy. Staff must take responsibility for filing information in such a way that it can be retrieved in their absence, while also ensuring that information is kept confidential and only accessed by those who require the use of such information to undertake activities or represent VWDN.  
3.4. Research data will be retained according to requirements of the Australian Code for Responsible Practice in Research. (Refer Attachment A)
4. Procedures
VWDN records retention and disposal schedule has been developed in accordance with recommendations outlined in Public Records Office of Victoria’s General Retention and Disposal Authority for Common Administrative Records and the Victorian Council of Social Services - Manual for Community Organisations.  
4.1. Creation of records
All VWDN records are the physical property of VWDN and not the individual staff member who created or received them.  VWDN will create records, as required, in a format which meet the communication needs of women with disabilities.  Refer Access and Equity Policy.
4.2. Access to records
Records need to be both secure and accessible.  Decisions about who may access records need to include consideration of personal privacy, commercial confidentiality and legal professional privilege issues
4.3. Retention and storage of records

Records will be stored as long as required to meet legal requirements and administrative efficiency. Records will be stored on media that ensure they are useable, reliable, authentic, and preserved for as long as needed.  VWDN may engage an external records management company for storage and management of archives and records, as approved by the Executive Officer.  To ensure data integrity and safety, back up tapes will be moved off site periodically.  Email shall not be removed from the offsite backup tapes.

4.4. Disposal

Records which are no longer required by VWDN or have reached their legal destruction date will be securely disposed of.  An external records management company may be engaged to assist in securely and safely disposing of records or archives.
4.5. Correspondence involving intellectual property and research

Any correspondence that involves the creation of any significant intellectual property rights or research undertaken by VWDN shall be retained at the discretion of the Executive Officer.  

4.6. Correspondence of legal significance

When legal proceedings are in process, or when legal proceedings are reasonably to be anticipated – particular considerations apply to document retention. It is the responsibility of the CEO to inform staff should these considerations be applicable and to circulate staff with any relevant changes in policy and procedures.
4.7. Correspondence and records relating to Human Resources

Human resources records will be retained permanently.  
4.8. Correspondence and records relating to Finance

Finance records will be retained for seven years and then securely destroyed.
4.9. Retention of research data

Research data shall be retained for a period of five years. VWDN will comply with the standards and processes outlined in the Australian Code for the Responsible Conduct of Research (Section 2 Management of Research Data and Primary Materials).  
5. Responsibilities

It is the responsibility of the Executive Officer to:

· Arrange and maintain backup tapes from the VWDN email server.  
It is the responsibility of employees to:

· Keep accurate records of administrative, program-related areas of work and research undertaken during the course of their employment
6. Related Documents

· Public Records Act 1973
· General Retention and Disposal Authority for Common Administrative Records (Version 2000), Public Records Office Victoria
· Australian Code for Responsible Practice in Research, National Health and Medical Research Council

· Induction Policy
· Privacy Policy
7. Dissemination

This policy will be kept in the Policy and Procedure Manual.  New employees will be provided this policy as part of their induction processes.  VWDN staff supervising volunteers who are creating, managing or disposing of records must ensure the volunteer has read and understood this policy by obtaining a signed acknowledgment.  
8. Acknowledgement

· University of South Australia, Draft Records Management Policy (rev 3)
9. Authorisation

Signed by Keran Howe, Executive Officer
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Record Type






For How Long?
Register of Members





7 years
Meeting Minutes/Rules





7 years

Financial Records






7 years

Human Resources Records




Do not dispose of

Research data






5 years
Workcover Claims 






5 years

General Administrative (not relating to funded projects)
2 years

Funded Project Records


7 years or as required by funding body
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