

Instruction. The Covering Minute of the State Records Council is designed to:

· provide a general introduction

· advise the Council that the attached Records Disposal Schedule (RDS) constitutes a disposal determination by the Director of State Records

· notify the Council that the attached RDS is being submitted for approval

· provide a summary of consultation regarding the proposed disposal recommendations in the RDS.

Instruction. An electronic version of the completed RDS Covering Minute and the RDS Schedule are to be provided as the submission to both the Internal Disposal Meeting process and the State Records Council approval process - without amendment to the key headings or page layout. 

Instruction. The first page of the Covering Minute prints as a blank page. The second page of the Covering Minute is set to print to a Manual Feed tray.  Please do not amend this setting unless you are unable to print your own copy without doing so.

Instruction. A file reference will be added by the Council’s Executive Officer at the top of the electronic copy of the completed Covering Minute.

Instruction. The Council’s Executive Officer will print the Covering Minute and the RDS Schedule for submission to both the Internal Disposal Meeting process and the State Records Council approval process

Instruction. Following approval of the RDS Schedule, the Council’s Executive Officer will print the Covering Minute on letterhead for the Department for the Premier and Cabinet (State Records).

Instruction. The Covering Minute will then be signed by both the Director of State Records and a representative from the agency submitting the RDS.

Instruction. Detailed instructions for the preparation of the RDS Schedule are contained within the separate RDS Schedule template.

Instruction. Step by step instructions are included within both RDS templates.  To view the instructions, please ensure the “Show/Hide Instructions” button is pressed on the Standard Toolbar in Microsoft Word.

Instruction. To ensure that these “hidden” instructions are not printed, check that your printer is not set to print Hidden Text.

Instruction. Where a statement is included in either the RDS Minute template or the RDS Schedule template, do not remove it.

Members of the State Records Council

RDS yyyy/xxxx Version 0001
Instruction. The RDS number, issued by State Records, is a unique identifier given to a specific agency for a specific schedule. The text 'yyyy/xxxx' is automatically replaced with the value entered for the RDS document via the RDS Details menu for both RDS templates. It is  the number of the RDS to which the Covering Minute refers.  The RDS number is used in bothe the RDS Minute and throughout the RDS Schedule.

Instruction. The text '0001’ is automatically replaced with the version number of the schedule as entered via the RDS Details menu for both RDS templates.  Each time an existing RDS Schedule is revised it needs to be resubmitted for approval to the State Records Council and given a new Version Number.  The first time a schedule is presented, it is as Version 1.

Disposal of Records of Agency
Instruction. The agency name is automatically entered via the RDS Details menu.

Instruction.  The  format of the agency name is Portfolio name - Department Name – Section, Branch or Business Unit. Enter the agency name moving from the broadest level to the most specific.  Insert the statement "and predecessor agencies" in brackets if the schedule covers records created by former agencies responsible for the same functions and/or activities.  For example Department for Administrative and Information Services - Policy, Planning and Community Services - State Records of South Australia (and predecessor agencies)

Instruction. The agency name is used in the RDS Minute and throughout the RDS Schedule.

In accordance with section 23 of the State Records Act 1997, the above-mentioned agency wishes to dispose of official records as provided in the attached Operational Records Disposal Schedule yyyy/xxxx Version 0001.  This constitutes a determination by the Director of State Records and is now submitted for the approval of the State Records Council.

Comments Regarding Disposal Recommendations

Confidential Record Disposal Issues

 MACROBUTTON Empty Click and Type about Disposal of Confidential Records 
Instruction. No disposal of records of a confidential nature - Insert the text “This schedule contains no records that require a discussion of confidential record disposal issues.”

Instruction. Disposal of records of a confidential nature – Insert text that includes matters such as:

· where the agency is providing information that relates to “commercial in confidence” undertakings

· personally sensitive material

· material relating to abuse (physical, sexual or mental)

· culturally sensitive material.

Instruction. This information will become clear during the development of the schedule to which the Covering Minute refers.

Privacy And/Or Secrecy Issues

 MACROBUTTON Empty Click and Type Brief Statement on Privacy / Secrecy Issues 
Instruction. Insert a  brief  statement indicating whether or not the RDS contains any personal information, or information that may be subject to specific secrecy requirements. Where no privacy or secrecy provisions apply, an RDS will be published on the State Records website.

Consultation

Inter-Agency Consultation

 MACROBUTTON Empty Click and Type about Inter-Agency Consultation 
Instruction. Insert, under the heading ‘Inter-Agency Consultation’, the external agencies consulted, the name of the person/s within the agency, their position title/s and relevant area of expertise.  As the Schedule is being developed keep a list of key staff outside the agency with whom you consulted or to whom you were referred for advice and comments.

Instruction. There is an expectation that consultation with relevant external agencies will have occurred. If, however, no inter-agency consultation is necessary insert text which indicates that no inter-agency consultation  was conducted and give a rationale for why.

Intra-Agency Consultation

 MACROBUTTON Empty Click and Type about Intra-Agency Consultation 
Instruction. Insert under the heading ‘Intra-Agency Consultation’ the agency, the name of the person/s within your agency who were consulted, their position title/s and relevant area of expertise.  As the Schedule is being developed keep a list of key agency staff with whom you consulted or to whom you were referred for advice and comments.

Instruction. If no intra-agency consultation has occurred, insert text “No intra-agency consultation was conducted.”

External Stakeholder/Historian Consultation

 MACROBUTTON Empty Click and Type about External Consultation
Instruction. Insert, under the heading ‘External Stakeholder/Historian Consultation’ the representatives consulted, their organisation and areas of expertise.  Refer to the Information Sheet Preparation and Approval Process for an RDS – External Stakeholder/Historian Consultation  for further information. This can be downloaded from the State Records web site at - http://www.archives.sa.gov.au/management/disposalschedules.html#Operational_Records_Disposal_Schedule
Results of Consultation

 MACROBUTTON Empty Click and Type about the Outcomes of Consultation 
Instruction. Insert, under the heading ‘Results of Consultation’ a description of the outcome of the consultations.  If the consulted inter-agency/ies, intra-agency/ies and / or external stakeholder/historian agrees with the draft schedule then a statement to this effect is inserted.

Instruction. Where agreement is not reached with the consulted parties on the draft Schedule, insert an explanation of the areas of disagreement. A statement of the final position adopted by the agency and feedback received from the consulted parties needs to accompany the explanation.

Internal Disposal Meeting Amendments

 MACROBUTTON Empty State Records to Click and Type about Disposal Amendments
Instruction. This section to be completed by State Records following the Internal Disposal Meeting.

Conclusion

Summary of Work Performed and Expected Outcomes

 MACROBUTTON Empty Click and Type Brief Summary of Work 
Instruction. Insert a brief statement under the heading ‘Summary of Work Performed and Expected Outcomes’ describing the intention behind the development of the schedule and the expected benefit it will have on the disposal of records of the agency.  State Records can provide examples of previous statements developed for this part of the Covering Minute.

The determinations within the schedule are consistent with Recommendation 21 of the National Inquiry into the Separation of Aboriginal and Torres Strait Islander Children from Their Families. The principles outlined in GDS 16, relating to native title claims, have also been considered in the development of this schedule.

As Director of State Records I am satisfied that the records described in this Disposal Schedule have been appraised in accordance with the Appraisal of Official Records Policy and Objectives and that the Disposal Schedule accords with the results of that appraisal.  I also consider the schedule to meet all legal and administrative requirements.  I therefore make a determination for the purposes of s23 of the State Records Act 1997.

Recommendation

That Records Disposal Schedule No yyyy/xxxx Version 0001 be approved as requested. 

	 MACROBUTTON empty First Name Surname 
 MACROBUTTON AllCaps POSITION TITLE 
Agency
Instruction. Add Name and Position Title for the agency representative / consultant for the agency submitting the Covering Minute and RDS Schedule
	Terry Ryan
DIRECTOR
STATE RECORDS








