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	RECORDS MANAGEMENT 


Introduction to the Public Record Office Victoria and Public Records Act 1973

The Public Record Office Victoria (PROV) is the State's archives authority established under the Public Records Act 1973.  It regulates the disposal and management of public records.  It also identifies records worthy of preservation as State archives and makes arrangements for their preservation in perpetuity.  PROV takes custody of records no longer required for current administrative purposes and provides access to records released for public inspection.  The PROV holds records created by government departments and authorities, the State's courts, municipalities, schools, public hospitals and other public authorities e.g. Committees of Management.

Managing records

The records of a Committee, however old, are public records.  Each Committee is required to store and maintain its records in a manner that is consistent with general record management practice.  This involves the following:

· Records created by the Committee must be maintained in a way that ensures that they are secure from tampering or inadvertent access while being easily identified, located and retrieved by those permitted to do so.

· All vital records of the Committee e.g. Minutes, contracts, etc. that are essential to its function should be identified and special care taken to prevent their loss or damage.  If possible such records should be duplicated and the duplicates stored at a different location to the originals.

Managing electronic records

Any electronic record related to Committee business has the status of a public record.  This includes electronic records developed or received by a Committee member or Committee employee relating to Committee business.

Records disposal

As part of a Committee’s record management function, Committees should identify and dispose of any records no longer in use.  Assistance is available from Councils’ Records Management Department.
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