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ASC Recordkeeping Policy
Purpose and Scope
Policy purpose
The purpose of this policy is to establish a framework for the creation and management of records within the Australian Sports Commission (ASC). The Commission is committed to establishing and maintaining recordkeeping practices that meet its business needs, accountability requirements and stakeholder expectations.

This Policy applies to all ASC staff (including permanent, temporary, part time, casual, contractors and consultants), or any other persons or entities acting for, or on behalf, of the ASC. This must be done to ensure that:

Records are created and registered in an authorised recordkeeping system; 
Access to, and tracking of, records is done in a controlled manner; 
Regardless of format, records are usable, reliable, accurate, and complete; 
Records are preserved and protected for as long as they are required in appropriate storage facilities; and 
Records are disposed of according to their operational, evidential and historical value. 
Scope
This policy applies to all recorded information that provides proof of what happened, when it happened and who made decisions. It includes, but is not limited to:

Electronic records, for example, email, word processing, spreadsheets, graphics, video and sound formats. 
Non-electronic records, for example, paper correspondence, facsimiles, electronic whiteboard and computer print-outs. 
Background
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]The ASC’s records are its corporate memory, and as such are a vital asset for ongoing operations, providing valuable evidence of business activities and transactions. The ASC recognises its regulatory requirements as a Commonwealth agency, and is committed to the principles and practices set out in the Australian Standard for Records Management (AS ISO 15489).

The ASC is committed to implementing recordkeeping best practices and systems to ensure the creation, maintenance and protection of accurate and reliable business records. All practices concerning recordkeeping within this organisation are to be in accordance with this policy and its supporting procedures.

The ASC Recordkeeping Policy is one of the sub policies that underpins and supports the ASC Information Governance Policy (see diagram below). 

The ASC Recordkeeping Policy needs to be considered in conjunction with the ASC Information Governance Policy.



Diagram 1: Information Policy Framework

Each of the above sub policies are supported by guidelines and procedural documents.
Related Legislations, Standards and Policy
Archives Act 1983
Electronic Transactions Act 1999
Evidence Act 1995
Freedom of Information Act 1982
Privacy Act 1988.

Australian Standard for Records Management (AS ISO 15489)
PSM – (Australian Government Protective Security Manual)

ASC Information Governance Policy
Policy statements
ASC records must be useable, reliable, accurate and complete
All ASC records, regardless of format, must:
Be legible, understandable and re-presentable; 
Be full and accurate to the extent necessary to facilitate action by ASC staff and by their successors; 
Enable proper scrutiny or audit of the conduct of ASC business by anyone authorised to undertake such activity; and 
Protect the financial, legal and other rights of the ASC and its clients and any other people affected by its actions and decisions. 
ASC records must be appropriately created, captured and described
All ASC records must:
Be created and maintained in formats that will convey them intact across successive hardware and software platforms; 
Include all business transactions for which any kind of requirement for evidence exists;
Be captured and maintained in a form that can be produced as evidence in a court of law ;
Be captured in an authorised recordkeeping system to ensure authenticity; and 
Reflect the context in which the records were created and used
ASC records must be appropriately retained, accessible, destroyed or transferred
All ASC records:
Are to be maintained for as long they are legally or administratively required;
Are to be accessible for the time they are required to be kept;
Cannot be destroyed without the approval of the Manager of the ASC Records Management Section; and
Are to be maintained so they can be migrated or transferred between other recordkeeping systems or agency, to ensure that they are accessible, comprehensive and managed for as long as is required, in accordance with the Australian Standard for Records Management, and the legislations listed above.
ASC records must be appropriately secured, stored and preserved
All ASC records, irrespective of format, must:
Be securely maintained to prevent unauthorised access;
Be stored in appropriate records management systems, buildings and internal environments so that evidential elements of the record cannot be altered;
Have a disaster recovery plan to ensure minimum loss of records and disruption to business, in the event of an emergency or disaster; and
Must be preserved and protected for as long as it is required, in accordance with the Australian Standard for Records Management, and the legislations listed above.
Accountability for the Policy

Refer to the ASC Information Governance Policy.

Policy Contact
Records Manager
Australian Sports Commission
Tel:   +61 2 6214 1271
Fax:  +61 2 6251 2680
servicedesk@ausport.gov.au
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Appendix 1

Definitions

	Term
	Definition

	Record
	Information created, received and maintained by its staff in the course of conducting its business, regardless of its format (paper, electronic, audio-visual) that is registered in a record keeping system




ASC Information Strategy


ASC Information Governance Policy


ASC Information Management Policy


ASC Recordkeeping Policy


ASC Information and Technology Security Policy


ASC Information Mangement Framework
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