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4.1.6 Security and Access 
The security of records storage areas and availability of access to records have 
not been recently assessed for risk and this will be carried out by December 2015  

 
4.2 Assessment of the Impacts of Disasters 

As stated previously, the risk of a disaster occurring to the records of the Shire of 
Mingenew have not been recently addressed.  The impact of a disaster on the 
organization is difficult to assess. There are currently not sufficient strategies in 
place to ensure that business activities of the organization are not unduly 
affected. 
 

4.3 Strategies in Place for Prevention and Response 
New strategies need to be written to meet the needs of the shire, including the 
development of a Disaster Management plan by December 2016. 
 

4.3.1 Vital Records Program 
A vital records program needs to be completed and will be done by December 
2015 

 
4.3.2 Back-up Procedures for Electronic Records 

Electronic records of the Shire of Mingenew are managed by an IT provider in 
Dongara and procedures are provided at Appendix 5 
 

4.3.3 Security 
The following security measures have been implemented by the Shire of 
Mingenew to prevent unauthorized access to records: 
 Hard copy records are stored in a compactus unit, accessible to all staff 

(except payroll records which are kept in a locked cabinet), the only security is 
obviously when the building is locked at night. 

 Hard copy inactive and Archive records stored onsite. 
 Electronic records have varying degrees of access depending on delegations 

assigned to staff within the organization.  Electronic records are backed up on 
a regular basis as described previously. 

 
4.3.4 Storage Reviews 

The records storage facilities utilised by the Shire of Mingenew were reviewed 
and changes to make site compliant will be completed by May 2016 and a regular 
annual review regime will be put in place following this. 

 
4.3.5 Recovery of Lost Information  

The Shire of Mingenew does not have a set of quick response strategies to 
recover lost information, in all formats, except for electronic records should a 
disaster occur. With the electronic records these include: 
 offsite storage of backups; 
 
 

4.4 Identified Areas for Improvement 
A Vital Records Program along with suitable Strategies will be put in place to 
improve current protection of Records and recovery in the event of a major 
Disaster issue, this is currently not available but will be put in place by December 
2015. 
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5. Principle Five: Retention and Disposal 

 
Government organizations ensure that records are retained and disposed of in 
accordance with an approved disposal authority.  
 
5.1 General Disposal Authority for Local Government Records 
The Shire of Mingenew uses the General Disposal Authority for Local Government 
Records, produced by the State Records Office, for the retention and disposal of its 
records. 

 
5.1.1 Disposal of Source Records 
N/A 

 
5.2 Existing Ad Hoc Disposal Authorities 
N/A 
 
5.3 Existing Disposal Lists 
N/A 

 
5.4 Restricted Access Archives 
 
The Shire of Mingenew does not have any State archives to which it intends to restrict 
access when they are transferred to the SRO. 
 
5.5 Archives not Transferred to the SRO 
Under s32(1) of the State Records Act 2000, a government organization is required to 
transfer its archives to the State archives collection when those archives become 
twenty-five (25) years old. 
 
The Shire of Mingenew has not identified any State archives that will not be transferred 
to the SRO for permanent preservation.  
 
5.6 Disposal Program Implemented 
The Shire of Mingenew is implementing the General Disposal Authority for Local 
Government Records and will implement a regular disposal program to be completed by 
January 2016 and will be conducted annually after this date. 
 
5.7 Authorisation for Disposal of Records 
Before any temporary records are destroyed or State archives are transferred to the 
SRO, a list of those records due for destruction or transfer is reviewed by the CEO and 
authorised for destruction or transfer. 
 
5.8 Identified Areas for Improvement 
The implementation of the plan has started and once completed will move to an Annual 
Plan taking place in January each year. 
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6. Principle Six: Compliance 

 
Government organizations ensure their employees comply with the record keeping plan. 
 
6.1 Staff Training, Information Sessions 
The Shire of Mingenew has implemented the following activities to ensure that all staff 
are aware of their recordkeeping responsibilities and compliance with the 
Recordkeeping Plan: 

 
Table 6.1 lists several activities that the Local Government may implement to ensure 
that all staff are aware of their recordkeeping responsibilities and compliance with the 
Local Government’s Recordkeeping Plan. Indicate in the table by ticking Yes or No as to 
which activities are conducted. 

 
Table 6.1 
 

 
Activities to ensure staff awareness and compliance 

 

 
YES 

 
NO 

Presentations on various aspects of the Local Government’s 
recordkeeping program are conducted. These are delivered to 
all staff on a regular basis. 

   

In-house recordkeeping training sessions for staff are 
conducted. 
 

   

From time to time an external consultant is brought in to run a 
recordkeeping training session for staff.  Staff are also 
encouraged to attend training courses outside the 
organization whenever practicable. 

   

Staff information sessions are conducted on a regular basis 
for staff as required. 
 

   

The Local Government provides brochures or newsletters to 
publish recordkeeping information, highlight issues, or bring 
particular recordkeeping matters to staff attention. 

   

The Local Government’s Intranet is used to publish 
recordkeeping information, highlight issues, or bring particular 
recordkeeping matters to staff attention.  

   

The Local Government’s Induction Program for new 
employees includes an introduction to the Local Government’s 
recordkeeping system and program, and information on their 
recordkeeping responsibilities.  

x  

 
Coverage of the training/information sessions as detailed here extends to all staff. 
Currently training is provided by a mixture of staff going offsite for training and 
consultants coming on site to provide training in areas of need as required. 
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Performance Indicators in Place 
 
Performance indicators are now in place and setup to the Staffs Performance reviews 

 
6.2 Agency’s Evaluation 

 
There is a need for some reviews of the Shire’s recordkeeping systems in most major 
areas, but generally they are in place and will perform more satisfactorily when more 
training is carried 

 
6.3 Annual Report 
An excerpt from the Shire’s latest Annual Report is attached, demonstrating the 
organization’s compliance with the State Records Act 2000, its Recordkeeping Plan and 
the training provided for staff. 

 
6.4 Identified Areas for Improvement 
System training needs to be updated, as well Council is looking to improve its General 
Records knowledge across the whole Admin area and this will be done by June 2015. 
A full set of Policies and procedures will be completed and implemented at the Shire by 
March 2016. 
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7. SRC Standard 6: Outsourced Functions 

 
The purpose of this Standard, established under Section 61(1)(b) of the State Records 
Act 2000, is to define principles and standards governing contracts or arrangements 
entered into by State organizations with persons to perform any aspect of record 
keeping for the organization.  
 
State organizations may enter into contracts or other arrangements whereby an 
individual or an organization is to perform a function or service for the State 
organization, or act as the State organization’s agent to deliver services to clients, or for 
the State organization’s own use.  The general term ‘outsourcing’ is used for such 
arrangements.  
 
Contractual arrangements should provide that the contractor create and maintain 
records that meet the State organization’s legislative, business and accountability 
requirements.     
 
7.1 Outsourced Functions Identified 

 
Refer to Appendix 1 for those functions outsourced. 

 
7.2 Recordkeeping Issues included in Contracts 
. 
7.2.1 Planning 

The Shire of Mingenew will include the creation and management of proper and 
adequate records of the performance of the outsourced functions detailed above, 
in the planning process for the outsourced functions.  

 
7.2.2 Ownership 

The Shire of Mingenew will ensure that the ownership of State records is 
addressed and resolved during outsourcing exercises.  Where possible this will 
be included in the signed contract/agreement.  

 
7.2.3 Control 

The Shire of Mingenew will ensure that the contractor creates and controls 
records in electronic or hard copy format, in accordance with recordkeeping 
standards, policies, procedures and guidelines stipulated by the Shire.  

 
 

Page 254 of 300



































http://www.disability.wa.gov.au/








http://www.disability.wa.gov.au/


mailto:access@dsc.wa.gov.au
http://www.disablity.wa.gov.au/






http://www.disability.wa.gov.au/
http://www.disability.wa.gov.au/
http://www.access.wa.gov.au/








































 

 

                                19 page of 19 

Reviewed May 2016     

 Assess current percentage of 
employees with disability. 

 Carry out survey to gain feedback 
to improve methods. 

 
February 2017 

 
CEO 
 

Work with disability employment 
support providers to employ a 
person with a disability   

 Check Disability Employment 
Service providers within 100km 
radius 

 Seek assistance to develop a 
flexible job description  

 Review current job descriptions to 
ensure relevance of essential 
criteria 

 Seek assistance with advertising, 
interview, and employment 
requirements including reasonable 
adjustment. 

November 
2016 
 
Ongoing – as 
and when 
 
Ongoing – as 
and when 

CEO  
 
 
CEO 
 
 
CEO 
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