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Overview  

Background 

Section 12 (2) of the State Records Act, 1998 (NSW) requires Legal Aid NSW to ensure that a 
compliant records management program is established and maintained; and to fulfil the 
obligation to  

• Make and keep full and accurate records of its activities (s.12(1)) 
• Protect its records, ensuring their safe custody and proper preservation (s.11) 
• Make arrangements for monitoring and reporting on the records management 

program (s.12(4)) 
• Keep technology dependent records accessible over time (s.14) 

Legal Aid NSW takes its recordkeeping very seriously and has established a dedicated strategic 
group of specialist staff to look after records and information management.   

The State Archives and Records’ Standard on Records Management covers both records and 
information which are at the core of government business and are core assets. 

Purpose 

This policy aims to establish a framework for an effective and compliant records and 
information management program for Legal Aid NSW to manage the life cycle of records and 
information from creation/collection, capture, maintenance to disposal.   

Scope 

Under the State Records Act 1998 (NSW), the records of Legal Aid NSW that are made and 
kept, or received and kept, by any person in the course of the exercise of official functions in 



4 Records and Information Management Policy 

 

the organisation, or for any purpose of the organisation, or for the use of the organisation are 
State records.   

This policy covers records and information, irrespective of format, that are created, collected, 
processed, used, maintained, stored and/or disposed of in the conduct of official business 
processes.   

Good records and information management practices support Legal Aid NSW in the transition 
to digital business processes.  Therefore, information and records in this context include data 
in business systems, emails and documents, regardless of their storage locations (including 
cloud solutions, social media, etc). 

The records of Legal Aid NSW encompass any transactions that document the conduct of 
official functions.  These official functions are identified in Part 2 Division 2 and 3 of the Legal 
Aid Commission Act 1979 (NSW).   

All procedures and systems used in the organisation related to records and information 
management must be consistent with this policy. 

Applicability and target groups 

This policy applies to all ongoing, temporary and casual employees, contractor staff and 
vendors engaged by Legal Aid NSW (collectively referred to as ‘staff’).  Managers should 
ensure that staff members know about this policy and how to apply it.  

If anything in this policy is unclear, or you are unsure about how to apply it, contact the 
persons listed on the cover page of this policy. 

 

Legislative environment 

State: 

• State Records Act 1998  
• Legal Aid Commission Act  1979 
• Government Information (Public Access) Act 2009 which supersedes the Freedom 

of Information Act 1989  
• Evidence Act 1995  
• Electronic Transactions Act 2000 
• Legal Profession Uniform Law (NSW) No 16a 
• Legal Profession Uniform Law Application Act (2014) 
• Legal Profession Uniform Law Australian Solicitors’ Conduct Rules 2015 
• Limitation Act 1969  
• Health Records and Information Privacy Act 2002 
• Privacy and Personal Information Protection Act 1998 
• Public Interest Disclosures Act 1994 
• Crimes Act 1900 Part 6 (Computer Offences) 
• Criminal Procedure Act 1986 - Section 289P 

Commonwealth: 

• National Security Information (Criminal and Civil Proceedings) Act 2004  
• Criminal Code Act 1995 
• Crimes Act 1914 

Standards, Policies, Guidelines 
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• Australian Standard AS ISO 15489.1:2017  Information and documentation - 
Records management, Part 1: Concepts and principles 

• Standards, policies issued by the State Archives and Records NSW under the State 
Records Act 1998 

• NSW Digital Government Strategy (May 2017) 
• NSW Cyber Security Policy (February 2019), replacing the Digital Information 

Security Policy 2015  
• NSW Government Information Classification, Labelling and Handling Guidelines 
• Premiers Memoranda and Circulars: 

o M2007-08 Efficient and Cost Effective Management of Records 
o DFSI-2015-01 Government Information Classification, Labelling and 

Handling Guidelines 
o DFSI-2019-02 NSW Cyber Security Policy 

• Ombudsman’s Good Conduct and Administrative Practice Guidelines for state and 
local government (3rd edition – March 2017) 

Definitions and abbreviations 
The definitions in AS ISO 15489.1:2017 Information and documentation - Records 
management and the State Records Act 1998 (NSW) apply to this policy.  In addition, the 
following definitions are applicable: 

Term Definition 

Access 
Right, opportunity, means of finding, using or retrieving information.  (AS 
ISO 15489.1:2017, Part 1, Clause 3.1) 

Active records 
Current records that are required for the day-to-day functioning of the 
organisation. 

Approved records 
retention and 
disposal authorities 

Also referred to as “records disposal schedules” or “records disposal 
authorities”.  They are documents authorised by the Board of the State 
Archives and Records NSW that set out appropriate retention periods for 
classes of records.  (State Archives and Records NSW, Glossary of 
Recordkeeping Terms) 

Business System 

Also called Business Information System in Legal Aid NSW. 

A business system is an automated system that creates, manages or stores 
information about an organisation's activities. Examples of common 
business systems include case management, content management, human 
resource management and financial management systems.  (National 
Archives Australia, webpage on ISO 16175: Part 3 – business systems) 

Classification 
Systematic identification and arrangement of business activities and/or 
records into categories according to logically structured conventions, 
methods, and procedural rules system.  (AS ISO 15489.1:2017 Clause 3.5) 

Client 
A person to whom or for whom legal services are provided.  (Legal 
Profession Uniform Law (NSW) – S6) 
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Term Definition 

Combination Records 
Management model 

This model combines aspects of the other records management models. 
For example, an organisation establishes a centralised records management 
unit in its head office under the leadership of the corporate records 
manager, but may also give responsibility for operational records 
management to branch/unit managers and managers at regional offices, in 
accordance with standards and policies set by the corporate records 
manager. 

(National Archives of Australia, Overview of Classification Tools for Records 
Management) 

Context 
Information about the who, what, where, how, why and when of an event 
contributing to the overall meaning of a record.   

Disposal 
Also referred to as disposition in AS ISO 15489.1-2017 s3.8.  It is a range of 
processes associated with implementing appraisal decisions that include:  
• the retention, deletion or destruction of records in or from 

recordkeeping systems;  
• the migration or transmission of records between recordkeeping 

systems; and  
• the transfer of custody or ownership of records. 

A document 
The Evidence Act 1995 (NSW) s3 defines this as any record of information, 
and includes:  
(a) anything on which there is writing, or  
 
(b) anything on which there are marks, figures, symbols or perforations 
having a meaning for persons qualified to interpret them, or  
 
(c) anything from which sounds, images or writings can be reproduced with 
or without the aid of anything else, or  
 
(d) a map, plan, drawing or photograph. 

Inactive records 
Records no longer required for the conduct of business and which may 
therefore be transferred to intermediate storage, archival custody or 
destroyed. (Ellis (ed), Keeping Archives, p. 472) 

Recordkeeping 
systems 

Recordkeeping systems are business information systems capable of 
capturing, maintaining and providing access to records over time.  (State 
Archives and Records NSW, Glossary of Recordkeeping Terms) 

Recordkeeping 
business systems 

They are automated systems that create or manage data about an 
organisation’s activities.  They have either recordkeeping functionality, or 
linkage with a dedicated records management system. 
Examples are TRIM (also known as HPE Content Manager), ATLAS, CASES 
(will be replaced by CCMS), etc. 
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Term Definition 

Records 
Any document or other source of information compiled, recorded or stored 
in written form or on film, or by electronic process, or in any other manner 
or by any other means”.  (State Records Act 1998 (NSW) s3(1)) 
 
Information created, received, and maintained as evidence and as an asset 
by an organisation or person, in pursuit of legal obligations or in the 
transaction of business. 
 AS ISO 15489.1:2017 Clause 3.14 

Information, 
Information Assets, 
Information 
Resources 

Documents and papers;  electronic data;  the software or systems and 
networks on which the information is stored, processed or communicated, 
intellectual information acquired by individuals and physical items from 
which information regarding design, components or use could be derived. 
(Source: Australian Government Information Security Manual: Glossary of 
security terms issued in June 2012) 

 

Authority for this program 
This records and information management program is issued under the authority of the 
Chief Executive Officer and will be reviewed and amended regularly.  Ownership of the 
program rests with the Director of Information and Communications Technology who has 
the delegation to take a strategic role in implementing and reviewing the program to ensure 
compliance with legislative requirements and recordkeeping standards. 

Breaches 

All management and staff of Legal Aid NSW are responsible for ensuring the awareness of 
and compliance with this policy and any associated policies.   
 
Consequences of breaching this policy and any associated policies ultimately results in time 
lost, money expended in locating or inability to retrieve records and information. 
 
Under the State Records Act 1998 (NSW), the organisation and/or individuals can incur 
penalties for the abandonment, damage/alteration, neglect and unauthorised disposal of 
records.   External monitoring and compliance mechanisms include:  

• State Archives and Records NSW may report to the Minister responsible for the 
Legal Aid NSW on a failure to comply with the requirements of the Act or on any 
matter of concern relating to the obligations of Legal Aid NSW and may also 
report about failures to comply in its annual report. 

• The Audit Office of NSW may conduct compliance audit and report non-
compliance to the NSW Parliament.   

 
Inadequate record and information management can lead to failure to comply with access 
and correction applications under the Government Information (Public Access) Act 2009 
(NSW) and Privacy legislation. 
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Unauthorised disclosure  
Unauthorised disclosure of information relating to the administration of legal aid may 
breach penalty provisions under section 26 of the Legal Aid Commission Act 1979 (NSW).  
 
Under Part 6 of the Crimes Act 1900 (NSW), individuals can incur penalties including 
imprisonment for computer offences such as unauthorised access to or modification of 
restricted data held in computer.   
 
Under section 62 of the Privacy and Personal Information Protection Act 1998 (NSW), a 
public sector official can incur penalties for corrupt disclosure and use of personal 
information about another person to which the official has or had access in the exercise of 
his or her official functions. 
 
The use and disclosure of the organisation’s records and information is also addressed in the 
organisation’s Code of Conduct.   
 
Any suspected misuse or unauthorised disclosure of the organisation’s records and 
information should be reported to the appropriate directors/managers. 
 
Any breaches to this approved policy may result in disciplinary action, including dismissal.   

Monitoring, evaluation and review 
This policy is to be reviewed: 

• In line with legislative review process, policies/standards issued by State Archives and 
Records NSW and related governance of Legal Aid NSW, or 

• Every 5 years. 

See cover page of this document for more information about changes to the policy since its 
release.  

Further information, additional resources & associated 
documents 
These Legal Aid NSW additional documents, together with any associated procedures and/or 
guidelines, should be read, understood and complied with by all staff. 

• The Code of Conduct of Legal Aid NSW 

• Information Security Policies Manual (and associated guidelines) 

• Privacy Management Plan 

• Right to information - Provision of information under the Government Information 
(Public Access) Act 2009 - Guidelines for Staff 

• Information Governance Framework 
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Policy Statement 

Information assets are critical for the ongoing business operations of Legal Aid NSW.  As 
such the Records and Information Management Program must support the short and long 
term business needs.   
 
Legal Aid NSW is committed to managing a records and information management program 
that facilitates best practice in managing records and information of all formats from their 
creation/capture, access/use, maintenance and protection to disposal to ensure that they 
meet regulatory requirements, business needs and community expectations.  
 
All permanent, temporary and casual staff, consultants and contractors are accountable for 
their decisions and are required to create/collect and manage records and information in 
accordance with this Policy and other relevant records and information management 
procedures. 

1. Responsibilities and delegations 
Role/Business Areas Responsibilities 

Chief Executive 
Officer 

• Has a legal obligation to ensure that Legal Aid NSW complies with the 
State Records Act 1998 (NSW) and Regulations 

• Is responsible for ensuring compliance with other legislative provisions 
relating to records. 

• Provides high-level direction and support for records and information 
management. 

Deputy CEO • Is responsible for compliance with records and information 
management requirements within the in-house legal practice. 

• Is responsible for the internal audit program, which will incorporate 
periodic evaluation reviews and the monitoring of compliance with 
legislation and the organisation’s policies, standards and practice with 
regard to records and information management. 

Director, Information 
and Communications 
Technology  

• Is the Chief Information Officer and has the delegated responsibility for 
the oversight and monitoring of records and information management 
program to ensure it: 

o Meets the needs of the organisation, and  
o complies with the State Records Act 1998 (NSW) and other 

legislative provisions relating to records and information 
management and systems.  

• Ensures technology dependant records remain accessible for the period 
prescribed in the authorised retention and disposal authority. 

• Is responsible for the implementation and maintenance of information 
security program covering digital information and digital information 
systems. 
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Role/Business Areas Responsibilities 

Directors (Program 
Directors and 
Directors of business 
areas) 

Are responsible for: 
• Records and information created/collected and managed by their 

programs/business areas. 
• Ensuring compliance with records and information management 

requirements within their programs/business areas, in particular when 
implementing/upgrading any business systems, services and work 
processes. 

• Bringing this Records and Information Management Program to the 
notice of all staff in their programs/business areas. 

• Ensuring adequate records and information management support 
services for day to day operations in their programs/business areas in 
accordance with the organisation’s policies and procedures for records 
and information management. 

• Providing internal authorisation on records and information disposal. 
• Advising the Manager, Corporate Records and Information on: 

o Topical and recordkeeping issues, business needs and changes 
to functions or activities recordkeeping requirements including 
retention/disposal. 

o Relevant information required to develop and maintain records 
and information management tools including classification, vital 
records plan, access directions, disposal program, procedures 
and guidelines. 

Manager, Corporate 
Records & 
Information 

Is responsible for: 

• The implementation and operations of the Records and Information 
Management Program, including the records/information disposal 
program in accordance with State Records’ standards, procedures and 
guidelines. 

• Providing overall records and information management advice. 

• Communicating, promoting, guiding and promulgating best practice to 
assure compliant records and information management across the 
organisation. 

• Developing, reviewing and revising policies, procedures, guidelines and 
tools for records and information management. 

• Ensuring that the corporate recordkeeping system is efficient and 
effective, enabling system accessibility for staff in accordance with 
security requirements; and working collaboratively with system vendors 
in respect of system delivery, review and upgrade. 

• Ensuring the records and information management training program for 
staff at different levels is developed and delivered.  

• Coordinating with the State Archives and Records NSW regarding 
standards and best practice in records management, in particular: 

o the update of and approval for the functional retention and 
disposal authority of Legal Aid NSW;  

o the “still in use determination” for the organisation’s archival 
records that are more than 25 years old; and  

o the “closed to public access direction” for records that are 30 
years old. 
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Role/Business Areas Responsibilities 

Corporate Records & 
Information (a section 
of Information 
Technology Services 
and Records) 

Is responsible for: 
• Coordinating user access to the corporate recordkeeping system in 

accordance with the security requirements. 
• Monitoring the quality of data contained in the corporate recordkeeping 

system. 
• Coordinating records and information management system training. 
• Overseeing and facilitating records disposal activities, including the 

transfer of State archives. 
• Monitoring the performance of off-site storage vendors regarding 

records storage and retrieval services. 
Facilities Unit  Is responsible for: 

• Provision of storage facilities and equipment to business areas and 
ensuring compliance with State Archives and Records' storage 
standards. 

Information 
Technology Services 
and Records 

Is responsible for:  
• Management of the corporate recordkeeping and business systems, the 

servers where the metadata and data reside, and the network 
environment to enable access to the recordkeeping and business 
applications, ensuring that all records and information are reliable, 
available and accessible to staff when required. 

• Ensuring regular backups of metadata and data, which reside in the 
organisation’s IT infrastructure. 

• Applying records and information standards and requirements in the 
design, acquisition, delivery, disposal and replacement of corporate 
applications where evidence of the organisation’s business transactions, 
processes, decisions, and activities are created, captured and stored. 

• Ensuring the security of IT infrastructure where the organisation’s 
recordkeeping and business systems reside. 

• Managing and monitoring service provisions in any outsourced, cloud 
and/or similar service arrangements. 

Branch/Section 
Managers 
(including Solicitors In 
Charge and officers 
who are responsible 
for their 
branches/sections) 

Are responsible for managing local records and information practices within 
their areas of responsibility by ensuring that: 
• The records officer/coordinator role is designated to an officer in the 

Branch/Section. 
• All staff in the Branch/Unit are responsible for records and must capture 

and maintain the organisation’s records in the corporate recordkeeping 
and business system(s) and in compliance with legislation, the 
organisation’s policies, standards, and procedures, and local work 
requirements. 

• Appropriate and adequate safeguards are established: 
o to protect the privacy and confidentiality of records and 

information collected/held, and 
o to minimise the risk of unauthorised access or loss of records 

and information. 
• Requirements and needs for records management training for the 

Branch/Unit are addressed to Corporate Records & and Information. 
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Role/Business Areas Responsibilities 

Business Information 
Systems Owners and 
Project Managers 

Are responsible for: 
• Ensuring that the business systems which capture and maintain records 

and information must satisfy the recordkeeping requirements of 
business processes supported by those information systems, and the 
requirements of this Policy. 

• Ensuring that all documentation (including training manual and 
procedures) on their business information system is accurate, available 
and legible to staff when required. 

• Ensuring that any interrelationship between their business information 
systems and other in-house or State Government information systems 
are known and documented. 

• Ensuring that high risk and high value records and information are 
identified for protection from loss and disaster. 

Manager, In House 
Counsel Unit 
 

• Is responsible for providing advice to Executive, Directors and the 
Manager Corporate Records & Information regarding legal obligations of 
the organisation on records and information management. 

Managers/Officers 
designated as being 
responsible for 
records 
 

Are responsible for:  
• Coordinating and managing records in their Branch/Section. 
• Liaising, on behalf of their Branch/Section, with the Corporate Records & 

Information on records and information management issues and 
practices, including performance of off-site storage vendors. 

• Conducting regular disposal activities for records and information in 
their offices in accordance with relevant records disposal procedures. 

• Contacting the Facilities Unit regarding records storage facilities in the 
office. 

Managers/Officers 
responsible for the 
management and/or 
audit of private legal 
practitioners 

Should ensure that: 
• The private legal practitioners are keeping records in accordance with 

the recordkeeping requirements that are identified in the organisation’s 
Practice Standards 

• Required information for the management and determination of grant 
of legal aid is submitted/transferred to Legal Aid NSW. 

• The identified information is then captured as records into the corporate 
recordkeeping and business system(s). 

All staff including 
permanent, 
temporary, casual, 
contractors and 
consultants 

• Good records and information management is the responsibility of all 
staff who are accountable for the decisions they make and the basis on 
which those decisions are made.  They must make records to 
substantiate the what, where, when and why of their decisions or 
actions.  

• All staff are required to  
o Follow the organisation’s records and information management 

policies and procedures in the creation/collection, access, use, 
storage and protection of records and information assets.  

o Use the corporate recordkeeping and business system(s) to 
create/capture and manage their records in the course of work. 

o Comply with all relevant legislation, standards and other 
mandatory requirements relating to records and information 
management. 

o Follow the corporate records retention and disposal authorities 
and procedures to preserve and dispose of records and 
information. 

o Ensure only proper use is made of any official information in the 
course of their employment.   
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2. The Records and Information Management Program 
of Legal Aid NSW 

The records and information management program is a planned, coordinated set of policies, 
standards, procedures and systems to manage the records and information of Legal Aid 
NSW.   It encompasses: 

• Records and information management strategies which support ongoing 
business needs. 

• Policy, standards, procedures and guidelines enable Legal Aid NSW to take a 
“continuum” approach to manage its records and information from 
creation/collection, control, access/use, storage to disposal/preservation. 

• Principles and requirements for development and implementation of business 
systems to ensure that high risk and high value records and information are 
identified, protected and sustainable.   

• The use of approved records retention and disposal authorities to dispose of 
records and information in all formats. 

• The provision of records and information management advice and training to all 
staff. 

• Monitoring and auditing records and information management activities for 
compliance and best practice. 

3. Records and information management model 
Legal Aid NSW has adopted a combination records and information management model that 
supports a “centralised control / decentralised management of records and information, 
business operations and processes.  This means that:   

• The records and information management program, maintenance, storage and 
disposal of information assets are managed/coordinated centrally by 
Information Technology Services and Records.   

• In-house storage facilities for physical records are managed centrally by the 
Facilities Unit. 

• The making of risk based decisions on what records and information need to be 
created/collected, captured and managed to meet regulatory requirements, 
business needs and community expectations rests with individual directors, 
branch/section managers and ultimately with all staff. 

• The creation and management of local active records as well as in-house storage 
of semi-active and inactive records rests with individual branches and sections, 
contractors and consultants.  

4. Records and Information in Legal Aid NSW 
Records and information of Legal Aid NSW in all formats are critical for our business 
operations.  They are our corporate memory providing evidence of our business transactions 
and activities.   
 
The records and information of Legal Aid NSW have the following characteristics: 

• They should be reliable, trustworthy, identifiable, retrievable, accessible and 
tamper-proof. 
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• They should be able to support short and long term needs of the organisation 
which cover the following functions and activities: 
o Activities relating to the provision of and arrangement for legal aid and legal 

services in accordance with the Legal Aid Commission Act 1979,  
o Activities relating to the determination and management of the grant of 

legal aid,  
o Developments, changes, and/or announcements of the organisation’s 

policies, procedures or specifications, standards and guidelines,  
• Records must be maintained in a corporate recordkeeping business system. 
• They must be created/collected in accordance with the organisation’s 

procedures; and remain under the ownership of Legal Aid NSW. 
• They must be managed in compliance with corporate policies and current 

legislation. 
• They must be preserved or disposed of in accordance with the approved 

disposal authorities. 

5. Records and information management framework 
The organisation’s records and information management framework consists of the 
following. 
 

5.1 Business classification scheme 

The business classification scheme of Legal Aid NSW is a classification tool presented in a 
hierarchical structure in accordance with its business functions and activities regardless of 
organisational structure.  This tool is for classifying, titling and accessing records and 
information in a manner that is meaningful to all staff.  

 

5.2 Retention and disposal authorities  
Records and information in all formats collected/created by Legal Aid NSW must be disposed 
of in accordance with the approved retention and disposal authorities.  Corporate Records 
and Information coordinates the disposal of records and information in recordkeeping 
business systems.  Management and staff of Legal Aid NSW should contact Corporate 
Records and Information for advice and assistance regarding records and information 
disposal. 
 
Approved retention and disposal authorities include: 
 

• Functional Retention and Disposal Authority FA272 revised and approved by 
the Board of State Archives and Records NSW in August 2017.  FA272 indicates 
the retention requirements of the organisation’s current functional records and 
information.  Legal Aid NSW will regularly review and revise this functional 
retention and disposal authority in accordance with State Archives and Records’ 
procedures and guidelines. 

 
• General Retention and Disposal Authorities which are issued by State Archives 

and Records NSW for generic government records and information such as  
o GA28 - Administrative records, including financial, accounting and personnel 

records 
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o GA45 – Original or source records that have been copied 
Note: this replaces GA36 Imaged records 

o GA48 (replaces GA33)– Source records that have been migrated 
o GA35 – Transferring records out of NSW for storage with and maintenance 

by service providers based outside of the State.   
Note: this applies particularly to cloud storage. 

o GDA11 – Audio visual programs and recordings 
o GDA 8 – Video/visual surveillance records 

 
These retention and disposal authorities are available at State Archives and Records’ website 
at http://www.records.nsw.gov.au/recordkeeping/rules/retention-and-disposal-
authorities/general-retention-and-disposal-authorities/general-retention-and-disposal-
authorities  
 
Under the Normal Administrative Practice provisions of the State Records Act 1998 (NSW) 
the destruction of records and information that are ephemeral, facilitative or duplicate in 
nature (and not of continuing value to Legal Aid NSW) is acceptable.   However, Legal Aid 
NSW must follow the Normal administrative practice guideline issued by the State Archives 
and Records NSW. 
 

5.3 Security classification and Access Directions for records and 
information 
The organisation’s security classification and Access Directions for sensitive records and 
information should be developed in accordance with: 

• NSW Cyber Security Policy (February 2019), that replaces the Digital Information 
Security Policy 2015 

• NSW Government Information Classification and Labelling Guidelines 
• Information Protection Principles in the Privacy and Personal Information 

Protection Act 1998 (NSW). 
• Health Privacy Principles in the Health Records and Information Privacy Act 2002 

(NSW). 
• Government Information (Public Access) Act 2009 (NSW) (GIPA)  
• Attorney General's Guidelines on Making Access Directions under the State 

Records Act 1998 and State Archives and Records’ Procedures for Making Access 
Directions. 
(Note; The department is now known as the Department of Attorney General 
and Justice). 

• Criminal Procedure Act 1986 (NSW) - Section 289P regarding the handling of 
recorded statements 

• National Security pursuant to the Commonwealth legislation including: 
o National Security Information (Criminal and Civil Proceedings) Act 2004 

(Cth) 
o Criminal Code Act 1995 (Cth) 
o Crimes Act 1914 (Cth) 

 

5.4 Business systems – requirements and assessments 
Records and information management is a critical component of any business systems which 
support digital business processing.  As a minimum, the organisation’s business systems 
should have addressed the following 

http://www.records.nsw.gov.au/recordkeeping/rules/retention-and-disposal-authorities/general-retention-and-disposal-authorities/general-retention-and-disposal-authorities
http://www.records.nsw.gov.au/recordkeeping/rules/retention-and-disposal-authorities/general-retention-and-disposal-authorities/general-retention-and-disposal-authorities
http://www.records.nsw.gov.au/recordkeeping/rules/retention-and-disposal-authorities/general-retention-and-disposal-authorities/general-retention-and-disposal-authorities
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• Defined business rules and processing which highlight high risk and high value 
records and information for compliant and secure management. 

• Identified metadata that is required for supporting business operations, including 
records identification, useability, accessibility and context.  

• Identified the risks associated and defined ownership of records and information 
should services from third parties be deployed. 

• Retention requirements and disposal strategies should be identified and 
implemented. 

 
Documentation about system design and configuration, migration strategies, planning and 
testing processes must be maintained. 
 

5.5 Metadata control standards1 
Metadata helps us to find, understand, use and manage records and information. 
 
When developing and implementing any business systems for records and information 
management, Legal Aid NSW will adhere to the advice on Minimum requirements for 
metadata for authoritative records and information issued by State Archives and Records 
NSW.   
 

                                                 
1 There are other metadata control standards that can facilitate knowledge management purposes.  

Examples of metadata control standards that facilitate visibility and availability of online resources are 

AGLS (the Australian Government Locator Service) Metadata Standard, etc. 


