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Purpose 
The purpose of this Corporate Records Management Policy is to provide the direction for the management of corporate records, to guide the creation, maintenance, storage and disposal of Canberra Health Services (CHS) corporate records and identify staff responsibilities in creating full and accurate corporate records in accordance with all relevant legislation and regulatory requirements. 
Effective corporate record keeping practices are vital for CHS to support the delivery of operational efficiency, accountability, transparency, and exceptional patient care. Trusted information is well-described, stored in approved locations, accessible to staff when needed.  
Scope
The Corporate Records Management Policy applies to CHS Corporate Records and applies to all CHS staff, volunteers, consultants, contractors and outsourced service providers. It applies to all CHS facilities including, Canberra Hospital, Clare Holland House, North Canberra Hospital, University of Canberra Hospital and community-based services.
The Corporate Records Management Policy will be supported by corporate records procedures that will enable staff to:
create and capture full and accurate corporate records
securely store corporate records in an approved Electronic Document and Record Management System (EDRMS), or approved physical records storage location
use effective titling to allow for records to be found when needed
understand the process to legally dispose of corporate records
CHS also has responsibility for managing patient’s clinical records. Clinical records are not within the scope of this document and are governed by the Clinical Records Management Policy.
Clinical records are any record, or any part of a record:
a. held by a health service provider and containing personal information; or
b. containing personal health information
Corporate records are evidence of business activity. They are evidence of an action taken, a decision made, advice given, a payment made or received or any other action undertaken on behalf of CHS. 
CHS produces a variety of corporate record types because of the diverse range of functions it performs, including:
common records – policies, procedures, emails, agendas, Ministerials, Cabinet responses, rosters, time sheets, and committee papers
financial records – invoices, billing, accounts, and budgeting; and
project records – proposal and development documents, correspondence
case files – personnel records, and legal files.
Policy statement
Corporate records, information and data are vital corporate assets, and their management is the responsibility of everybody that works directly or indirectly for CHS.
CHS and its employees must make, keep and manage full and accurate corporate records, information and data in a timely manner to support business needs, government accountability, legal and regulatory obligations, community expectations and historical purposes.
This Corporate Records Management Policy provides the basis for how CHS and its employees can adhere to legislative and better-practice requirements for corporate records, information and data, including what is outlined in:
the Territory Records Act 2002
the CHS Corporate Records Management Program (RMP)
the Standard for Records and Information Governance (NI2022-117)
This Corporate Records Management Policy should be referenced within organisational policies and procedures to ensure its application is widespread and consistent.
Definition of records, information and data management
Records are evidence of business activity. The Territory Records Act 2002 defines them as ‘information created and kept, or received and kept, as evidence and information by a person in accordance with a legal obligation or in the course of conducting business; and includes information in written, electronic or any other form’.
Information and data are closely related to records. The Standard for Records and Information Governance describe records, information and data as:
· data – can provide evidence to inform decision making
· information – data in context that provides understandable insight
· records – provide evidence of the who, what, when, where, why or how of the decisions that are made 
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Records, information and data are a significant outcome of business activities and are required to be created and maintained to provide accountability and transparency of processes and decisions of government.
Records, information and data management covers, but is not limited to, the creation, keeping, protection, preservation, storage and disposal of, and access to, records of the organisation. 
This Corporate Records Management Policy is concerned with the management of corporate records, information and data.
Responsibilities for corporate records, information and data management
All staff have responsibility for recordkeeping. Specific roles and responsibilities include:
	Role
	Responsibility

	All CHS staff
	All staff must adhere to the CHS Corporate Records Management Policy. All staff are responsible for the creation and management of corporate records, information and data about the work they perform for the organisation. This includes volunteers, contract staff, consultants and service providers. Additional responsibilities also exist for certain categories of staff as outlined below.

	Chief Executive Officer (CEO)
	The CHS CEO is ultimately responsible for the management of corporate records, information and data, has authorised this Corporate Records Management Policy, promotes compliance with this policy, delegates responsibility for corporate records, information and data management to the Executive Group Manager (EGM), Quality, Safety and Governance (QSG) and ensures the Corporate RMP is adequately resourced.

	EGM QSG
	The EGM QSG is responsible for the active support of, and adherence to, this Corporate Records Management Policy by promoting a culture of compliant corporate records, information and data management, and overseeing the development and currency of strategic documents such as the Corporate RMP, Corporate Records Management Procedures, Records, Information and Data Architecture Register, and information management plans.

	CHS Corporate Records and Information Governance Team within QSG
	The CHS Corporate Records and Information Governance Team is responsible for implementing and monitoring legislative and better-practice requirements for corporate records, information and data, including the Corporate RMP, this Corporate Records Management Policy and organisational capabilities. An important aspect includes the identification of corporate records, information and data management requirements, and the development, implementation and support of corporate records, information and data procedures.

	Digital Records Support and Strategy (DRSS)
	DRSS are responsible for maintaining and updating the EDRMS, Content Manager/TRIM.

	Managers and Supervisors
	All managers and supervisors are responsible for ensuring their staff, consultants, contractors and outsourced providers are aware of and follow their responsibilities for corporate records, information and data management. This includes addressing corporate records, information and data management during performance review discussions and when establishing job roles and contracts and ensuring the Corporate Records Management Policy is followed. They should also advise CHS Director of Corporate Records and Information Governance of any changes in the business environment, such as new areas of business or the planned de-commissioning and procurement of business systems.


Records, information and data management principles
The Standard for Records and Information Governance sets out seven records and information governance principles for the ACT Public Service to comply with. The purpose of the principles is to:
encourage open and accountable government by ensuring that Territory Records are made, managed and, if appropriate, preserved, in accessible form
support the management and operations of Territory Agencies
preserve Territory Records for the benefit of present and future generations
to ensure public access to records is consistent with the principles of the Freedom of Information Act 2016
CHS will manage their corporate records, information and data according to these principles, as set out in the CHS Corporate RMP.
Corporate recordkeeping requirements
Creation and capture
CHS has a responsibility to create full and accurate records of business, activities, decisions and actions. Corporate records created or received must be captured in the corporate recordkeeping system, Content Manager. These corporate records need to be described and classified according to the CHS Corporate Records Management procedures. 
 The creation and capture of trusted and reliable corporate records assist CHS to:
outline responsibilities and support decision making
provide transparency and accountability about government decisions
document and protect the rights and entitlements of individuals
preserve knowledge for reference and re-use, and
preserve and contribute to community memory and identity.
Storage and preservation
Digital Records
Alert: CHS is in the early stages of transition to digital recordkeeping. To ensure staff are supported and trained, CHS Corporate Records and Information Governance will implement a staged approach to expanding the use of Content Manager/TRIM across CHS. A staged approach will include an analysis of corporate records requirements for the functions and activities undertaken by CHS and access requirements to Content Manager for digital recordkeeping. The aim of a staged approach is to gradually increase corporate record keeping capability and compliance with the Territory Records Act 2002 with the resources available and at a pace where staff are supported through change. Once finalised, the staged plan will be communicated to staff.
Noting staged approach outlined above, ideally corporate records may not be stored long term or permanently in locations such as shared network drives, local computer drives, USB’s, SharePoint or Microsoft Teams. These are examples of temporary storage solutions and do not meet corporate records management requirements for the long-term retention of corporate records.
Staff can utilise these collaborative platforms and locations to draft documents, send emails, and consult with stakeholders, but once the business activity has concluded all relevant corporate records should be transferred into Content Manager/TRIM to enable the Corporate Records team to manage them in line with the Territory Records Act 2002. 
CHS is transitioning to digital corporate recordkeeping following the ‘digital first’ approach outlined in the ACT Public Service (ACTPS) Digital Recordkeeping Policy. Almost all information generated or received by CHS is in a digital form, and should be managed, preserved and made accessible digitally. Managing corporate records in a digital format is more efficient for access, preservation, and storage than physical or paper records. 
Any system used to manage and maintain digital corporate records must comply with the requirements set out in ISO: 16175 Principles and Functional Requirements for Records in Electronic Office Environments.
CHS uses the EDRMS, Content Manager/TRIM, to store, maintain and ensure records are accessible in accordance with the Territory Records Act 2002 and the Freedom of Information Act 2016. All digital corporate records are required to be saved in Content Manager/TRIM for lifecycle management. 
Content Manager/TRIM enables CHS to comply with the Territory Records Standard for Records and Information Governance by: 
capturing contextual information (metadata) about the records being created 
associating records involved in the same business activity
applying access and security controls to provide the appropriate level of accessibility or protection to records
auditing all interactions with records to ensure their authenticity and integrity, and
impose records disposal schedules (RDS) on the records held within the system, to meet legal requirements.
Physical Records. 
CHS holds physical records as well as digital records. Territory Archives (Chief Minister, Treasury and Economic Development Directorate (CMTEDD)) are responsible for the creation, location management and long-term storage of CHS physical records. Territory Archives maintain physical records in accordance with the Territory Records Office Guideline, Principle 5: Protect Principle. 
CHS staff are responsible for the management and storage of physical files in their possession, including notifying Territory Archives when a file is transferred between areas. Once CHS staff no longer require the physical file it should be returned to Territory Archives for long-term storage.
Retention and disposal 
CHS may only dispose of corporate records in accordance with the CHS Corporate RMP. To fulfil their requirements of providing accountability, transparency and preserving rights and entitlements, all corporate records are required to be retained for specific periods of time. At the same time, retaining corporate records longer than they are required, contributes to recordkeeping inefficiency, increased physical and digital storage costs, and can increase the time and resources required to respond to discovery orders and Freedom of Information requests
The retention period for a record is determined by a process called ‘sentencing’. Sentencing is the process of appraising a record and classifying them according to a RDS and applying a specified disposal action to the record. Sentencing enables the identification of vital and significant records that are required to be retained permanently as Territory Archives as well as determine how long temporary records are required to be kept before they can be legally destroyed. 
All corporate records should be appraised and sentenced to determine their retention period and date they are due for disposal.
In consultation with the Territory Records Office (CMTEDD), disposal of corporate records and information, can occur if the records retention period has been met and approval has been sought and given by:
the Director of Corporate Records and Information Governance 
the EGM QSG
CHS Corporate Records and Information Governance will take a risk-based approach to disposal of corporate records. Corporate records for common activities and functions assessed as low risk such as finance, human resources and compensation will not require the approval of the business owner for disposal. Corporate Records and Information Governance will consult with business owners for functions and activities that may have ongoing significance from a historical, community, government, or business perspective.
Normal Administrative Practice (NAP)
Corporate records can be disposed outside of the above process under the Normal Administrative Practice (NAP) provisions of the Territory Records Act 2002. 
The Territory Records Act 2002 allows for records to be destroyed immediately under NAP if:
· it is done in accordance with the normal practices and procedures for the exercise of functions within CHS; and
· the practices and procedures are consistent with CHS’ Records and Information Governance Program.
NAP allows for the destruction or deletion of certain types of low-value and short-term information in the normal course of business. This includes ephemeral, duplicate and transitory material that does NOT have evidentiary or continuing value and can be destroyed immediately or as soon as reference ceases.
For further information refer to the Territory Records Office Records Advice – Normal Administrative Practice (NAP).
Disposal exceptions 
There are exceptions to the disposal and NAP process. Corporate records must be retained, even if their disposal date has been met, if the:
information is likely to be required as evidence in a pending or future legal proceeding
information has been identified in a disposal freeze issued by the Territory Records Office (TRO)
Records Management
Storage locations
Alert: CHS is in the early stages of transition to digital recordkeeping. To ensure staff are supported and trained, CHS Corporate Records and Information Governance will implement a staged approach to expanding the use of Content Manager/TRIM across CHS. A staged approach will include an analysis of corporate records requirements for the functions and activities undertaken by CHS and access requirements to Content Manager for digital recordkeeping. The aim of a staged approach is to gradually increase corporate record keeping capability and compliance with the Territory Records Act 2002 with the resources available and at a pace where staff are supported through change. Once finalised, the staged plan will be communicated to staff.
Noting staged approach outlined above, ideally corporate records may not be stored long term or permanently in locations such as shared network drives, local computer drives, USB’s, SharePoint or Microsoft Teams. These are examples of temporary storage solutions and do not meet corporate records management requirements for the long-term retention of corporate records.
Staff can utilise these collaborative platforms and locations to draft documents, send emails, and consult with stakeholders, but once the business activity has concluded all relevant corporate records should be transferred into Content Manager/TRIM to enable the Corporate Records team to manage them in line with the Territory Records Act 2002. 
Only endorsed locations should be used to store corporate records. An endorsed corporate records location is a location that can:
capture contextual information (metadata) about the records being created 
associate records involved in the same business activity
apply access and security controls to provide the appropriate level of accessibility or protection to records
audit all interactions with records to ensure their authenticity and integrity, and
impose RDSs on the records held within the system, to meet legal requirements.
Endorsed locations for the storage of digital corporate records:
Content Manager/TRIM
Objective for limited use within approved areas
Business systems that have been assessed as meeting recordkeeping requirements and recorded in the Records, Information and Data Architecture Register
Endorsed locations for physical corporate records:
Territory Archives
Approved external document storage and records management providers such as The Information Management Group (TIMG) through Territory Archives and Grace, through North Canberra Hospital
CHS physical files being used on-site at CHS offices and facilities should be stored in lockable containers or storage areas appropriate for their sensitivity and security requirements, in line with the requirements set out in the ACT Protective Security Framework. 
CHS staff can utilise collaborative platforms and locations such as SharePoint, Microsoft Teams, Outlook and network drives for their working documents but once the business activity has concluded all relevant corporate records should be transferred into Content Manager/TRIM to enable the Corporate Records team to manage them in line with the Territory Records Act 2002.  
Example 1
You are writing a policy document. Your team drafts the policy document in SharePoint where multiple staff can collaborate on the document at once. Once the document has been finalised, executive approval is sought via email. Once the policy has been approved the following records are then saved into Content Manager/TRIM, the endorsed corporate records storage location:
significant drafts of the policy
results of consultations
supporting reports
final policy, and
initiation approval and final approval emails.
Example 2
You have a staff personnel file. This file is stored in a lockable filing cabinet at CHS and used to store staff flex sheets. Once the file is full or the staff member leaves, the files is sent to Corporate Records Management for them to store and manage until the file has meet its legal retention period.
Information privacy and sensitivity
Aboriginal and Torres Strait Islander records
CHS is committed to ensuring records containing sensitive information, including those that contain personal information and those which enable people to establish links with their Aboriginal and Torres Strait Islander heritage are appropriately managed and preserved, and made available to individuals seeking information connecting them with their heritage. When managing requests for access from individuals seeking connection to their Aboriginal or Torres Strait Islander heritage, appropriate care will be taken to identify those records that could be considered sensitive in nature.
Clinical Records
Clinical Records - The Health Records (Privacy and Access) Act, 1997 provides for privacy rights and records integrity of personal health information. Personal health information includes records related to the health, illness, or a disability of an individual. CHS is committed to managing clinical records in compliance with the Health Records (Privacy and Access) Act 1997, specifically to ensure personal health records are created and maintained in a secure environment for the life of the record. Health records should not be stored in corporate records storage locations. Health Information Services (HIS) are responsible for the management of Clinical Records at CHS and Clinical Records have their own secure storage locations. Clinical Records are not within the scope of this document and are governed by the Clinical Records Management Policy.
Ownership
All corporate records, information and data generated by all CHS staff, volunteers, consultants, contractors and outsourced providers as part of their duties are Territory records and belong to the ACT Government and not to individuals or companies.
Evaluation
	Outcome/Measure
	Method

	Increase in Corporate Records Management maturity levels at CHS.
	· Assessment and reporting of corporate records maturity levels to the Director of Territory Records through the TRO Annual Maturity Assessment.

	CHS staff capture corporate records in the corporate recordkeeping system
	· Regular monitoring of Content Manager to assess the capture of corporate records ensure records have descriptive titles.
· No identified incidents relating to misuse of corporate records

	Corporate records are retained and disposed of in accordance with the Territory Records Act 2002
	· Corporate records are appraised by experienced corporate records management staff and retained in line with the requirements set out in approved RDSs


Regular updates on corporate records management are provided to the EBM QSG, by the Corporate Records Management team. Bi-annual reports on corporate records management activities are provided to the Network Executive Committee (NEC) by the EGM QSG
References
ACT Legislation
CHS must comply with a range of legislation related to the creation and capture of records, information and data including:
· Territory Records Act 2002
· Territory Records Disposal Schedules
· Freedom of Information Act 2016
· Evidence Act 2011
· Information Privacy Act 2014
· Health Records (Privacy and Access) Act 1997
· Electronic Transactions Act 2001
· Public Sector Management Act 1994
· Financial Management Act 1996
· Work Health and Safety Act 2011
· Working with Vulnerable People (Background Checking) Act 2011

ACT Government Policies
There are a range of ACT Government wide policies and administrative directions relevant to corporate records management that must be applied alongside the CHS Corporate Records Management Policy. This includes:
· ACT Cabinet Handbook (2025)
· ACT Government Acceptable Use of ICT Resources Policy (2025)
· ACT Government Code of Conduct
· ACT Government Code of Ethics
· ACT Government Open Government Policy
· ACT Protective Security Framework
· CHS Information Privacy Policy
· CHS Corporate Records Management Program
· CHS Protective Security Policy
· CHS Clinical Records Policy
· CHS Clinical Records Management Procedure
· CHS Digitisation Plan for Clinical Records
· CHS Records Management Program for Clinical Records
· Digital Recordkeeping Policy for the ACTPS (2015)
· Standard for Records and Information Governance (2022)
· Territory Records Office – Records Advices
· Whole of Government Records Management Program
· Whole of Government Records, Information and Data Management Policy
· Whole of Government EDRS Administrative and Governance Policy 
Australian and International Standards
CHS operates in line with the following Australian and International Standards:
· AS ISO: 15489.1: 2017 – Information and Documentation - Records Management, Part 1: Concepts and Principles
· SA/SNZ TR ISO 26122: 2012 – Work Process Analysis for Recordkeeping
· AS: 5044 – AGLS Metadata Standard
· AS/NZS 5478: 2015 Recordkeeping Metadata Property Reference Set
· ISO: 16175 – Principles and Functional Requirements for Records in Electronic Office Environments
Definition of terms
Clinical Records
Clinical records are any record, or any part of a record
a. held by a health service provider and containing personal information; or
b. containing personal health information
Corporate Records
Corporate records are evidence of business activity. They are evidence of an action taken, a decision made, advice given, a payment made or received or any other action undertaken on behalf of CHS. 
CHS produces a variety of corporate record types because of the diverse range of functions it performs, including:
common records – policies, procedures, emails, agendas, Ministerials, Cabinet responses, rosters, time sheets, and committee papers
financial records – invoices, billing, accounts, and budgeting
project records – proposal and development documents, correspondence
case files – personnel records, and legal files.
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