Minutes of VHERMAG meeting
Tuesday 15th September 2009

Victoria University, Footscray Park campus

Item 1: Attendance and Apologies

Attendees: 

Josephine Hately [JH] – Chisolm Institute of TAFE 
Antony Catrice [AC] – Deakin University 
Jan Askhoj [JA] – Gordon Institute of TAFE 
Janet Brennan [JB], Angela Cauchi [AC] – Monash University
Sarah Brown [SB] – RMIT
Kelly Villinis [KV] – Swinburne University of Technology

Liz Micallef [LM], Isabella Sciberras [IS], Matthew Thornley [MT], Antonina Lewis [AL], Mario Costa [MC], Kirsten Wright [KW] – Victoria University
Apologies:

Ken Mould – Deakin University 
Ross Elford, Angelo Luczek – La Trobe University 
Sandy Gillam, Jason McGlone – RMIT

Helen McLaughlin, Catherine Nicholls – University of Melbourne
Item 2: Updates

2.1 - Swinburne [KV] 

· Continuing project: AMS (Australian Microfilm Services) contract for scanning student results, 602 of 688 boxes complete

· Two new staff members (one linked to scanning project)

· Replacing existing thesaurus with new BCS

· KV to attend RMAA conference

2.2 – Victoria University, Student Records Management Unit [LM]

· Newly established business unit (as part of Student Services function = responsible for the central student enrolment records)

· Doing a lot of liaison to change ingrained habits 

· Meeting some resistance in getting people to hand over records – and/or the “right” records

2.3 – RMIT [SB]

· Nearing completion of Archives relocation from Bundoora East campus to new facility on Bundoora West campus… 7000 boxes down, 3000 to go!  (Atlantis removalists have done a fantastic job so far.)

· Archival services remained open (limited service) during relocation – many associated challenges

· Administrative change… org. restructure – now part of University Secretariat

2.4 – Gordon Institute of TAFE [JA]

· Just completed TRIM pilot phase

· 100 more licenses planned, with eventual rollout across whole of org.

· Administrative change… used to be 7 staff responsible for “student records”, responsibility for this has now been decentralised to school level

· Hoping to implement some scanning of student records in the future

2.5 – Deakin University [AC]

· Looking into ways to streamline multiple student files (Student Admin file, faculty file, etc)

· Are currently subject to organisational review process – now situated in Governance Unit, but this may change

2.6 – Monash University [JB]

· Integration of TRIM with Research Master gateway… Alphawest writing pilot

· Potential integration with CALLISTA and SAP … aiming for automatic generation of student files upon enrolment, tied into online forms

· Also working on integration of Lotus Notes email records with TRIM

· Now completely out of storage space in the Archives (have been flagging this for five years…)

· Administrative change… internal review completed at the end of 2008 … report has been completed but not yet released

2.7 – Victoria University, Records Services [MT]

· Project MIRRA (Managing Information and Records for Reliable Access) has been funded as a three year project and a project manager engaged and steering committee constituted … module one consists of development of a new a BCS; module two will be the implementation of Oracle URM as the organisational ERMS (federated system); module three is change management, including training and procedures

· Survey of existing record management processes (broadly based on VAGO checklist) has been conducted/completed across portfolios and business areas to provide future benchmarking to quantify project outcomes

· Working to strengthen contacts and networks (eg, schools/faculties, research areas, AQTF team, CALLISTA implementation team)

· Staffing: Angelo Luczek resigned to take up a position at La Trobe University; new appointment to Senior Records Consultant role is Adelaide Parr (PROV), to commence mid-October

· Updated Records Management Policy has been drafted and is currently going through pre-approval consultation period (uni-wide).

2.8 – General discussion

· Draft release of ASA Universities RM/Archives 2008 survey results

2.9 – Chisolm Institute of TAFE [JH] …late arrival to meeting, spoke after agenda item 4

· IT and storage main issues at the moment. (See also: Other Business, Item 5.1).

Item 3: Guest speaker

· [AL] apologies that guest speaker could not be engaged.
· Office for the Health Services Commissioner indicated that VHERMAG would be a worthwhile group to address (as they do sometimes receive complaints relating to University/TAFE organizations…) and provided direct contact details for making future speaker arrangements: Jackie Hoepner, ph. 86015216.
· Office for Privacy Commissioner also approached about possible speaker on their new publication (August 2009): Use of Portable Storage Devices – A guide to policy development.  Spoke to Training & Communications Officer, Greg Frank.
Contact details: training@privacy.vic.gov.au
Link to document [on OPC website, via Publications > Guidelines]: http://www.privacy.vic.gov.au/privacy/web.nsf/download/2745C50D18155B1DCA25761600081C92/$FILE/OVPC%20%20Use%20of%20PSDs%20Guide%20to%20policy%20development%20August%202009_web.pdf
Item 4: Disscussion paper- disposal coverage for “student services” records (attached)

· [JB] Monash using “own” disposal schedule, linked back to PROS classes at Records level; ie, general staff don’t need to know/learn that kind of detail.  

· No La Trobe reps present at meeting, but it was noted that they also use a institutional level RDA to simplify disposal.

· [SB] RMIT have “area-specific” disposal schedules that filter out some of the detail of PROS classes for end users… these tend to be developed on an ad hoc basis as part of disposal projects (eg, Property services, individual schools).  With regard to “student services” coverage - Rather than increasing the number of functions or classes in PROS02/01, would prefer to enlarge scope of existing descriptions… general agreement on this point from attendees.

· [AC] Raised example of a GP practising on-campus, but is not employed by University… who is responsible for the patient records here?  General agreement that these are doctor’s records, not the University’s records … distinction is whether the service/business is being run by the university or space leased to private operator.  Same principle would apply across other services such as bookshop, hairdressing, childcare, etc.

· [JB] Noted that an enquiry about possible amendments to Scholarships classes in 02/01 resulted in confirmation by PROV that the RDA will not be revisited until 2012, however PROV will flag any issues raised prior to that date for attention in revision process.

· [AL] Asked if VHERMAG is (still) keeping a list of 02/01 issues that come up in meetings, and how is this list being maintained? La Trobe noted to be last known responsible officer, but meeting attendees unclear on current list status…

· [KW] Suggested establishing an interactive online issue list (eg, WIKI or similar format).  General agreement that this would be useful & should be located on VHERMAG site hosted by UniMelb… KW volunteered is happy to help with moderation (eg, consolidation of entries that duplicate similar issues/concerns). 

· ACTION ITEM: AL to follow up with Uni Melbourne and La Trobe to investigate migration of issues list to an interactive web-based environment. 

Item 5: Other business

5.1  - Secondary storage

· [JH] Current storage space is not suitable and running out of space (most records housed at Frankston also some at Dandenong)… they are moving again - third time in 18 months - and Institute wants to shift secondary storage to off-site providers … Records don’t believe this is best option.

· General discussion of logistics of multi-campus and off site storage: external service providers vs. university control… turnaround time and security for retrievals… costs/charges – and who bears these? (Records unit? Requesting area?)  If service administered by Records and can be charged to business units per request, this cuts down on unnecessary retrievals BUT also has associated administrative burden.  Re: costs charged by external providers – agreement that storage itself is not expensive, but retrieval is the sting!  

· [SB] RMIT secondary storage for temporary records is mostly offsite, with most permanent records held onsite, but both centralised through Archives/Records area… all destructions are signed off by Archivist, however records have to be sentenced prior to being accepted for storage.

· Overview of providers used: Monash – Fort Knox (HR use them already, Archives now engaging off-site provider for the first time); RMIT & Gordon Institute – Iron Mountain; Chisolm Institute – Compustore; VU – Recall (student enrolment records only).

5.2 – Historical records, digitisation/online access and privacy implications

· [AC] Raised discussion topic.

· [?] Will put it up until/unless asked to take it down!  Currently digitising some of the student newspapers from 1960s and 1970s – these could be considered as being “public domain” already in the original hardcopy format.  …Discussion as to whether the potentially much wider distribution of online availability affects notion of original consent.  Also, some student newspapers (particularly pre-1990s) may have been a bit lax about adhering to copyright principles themselves…   

· [JA] Recently created a Flickr page for Gordon Institute historical photos… including an album of images for which descriptive information is lacking – potential for public access to fill in some of the gaps.  Spoke to lawyer while planning project, applying a 50/75 year privacy rule.

· [JB] Historical records relating to the institution, which may not be permanent in PROV RDAs (or even public records at all), are often the items of most public interest – what sort of collection policies do VHERMAG members have in regard to this sort of material?  General consensus: informal (archivist appraisal).  Pro-active collection in some instances if aware of something of interest, but also a lot of “luck” and serendipity involved in these sorts of transfers/donations/legacy discoveries.

5.3 – AQTF 

· [KW] Raised discussion topic: how are other dual sector and TAFE members dealing with synthesising AQTF compliance issues with other internal + external records management frameworks and standards?

· [JH] Expressed regret Brian an apology to meeting – he is Chisolm’s “guru” on this, with a longstanding involvement in TAFE compliance issues.  Noted that this is certainly an area of significance – can be an “in” for records management as TAFE staff often more aware of AQTF obligations than Public Records ones.

· General consensus that institutional perception of AQTF = bigger profile, more relevant, more “important”.

· [JA] Has discussed records management crossovers with Quality Assurance branch (ie, area with AQTF oversight at Gordon)… nothing formalised yet but recognition of need to work together … and QA want AQTF-related files captured into TRIM as first priority.

· [KW / AL] Have been working with the Quality staff responsible for AQTF oversight (who are currently developing their own AQTF-specific records management guidelines for TAFE areas) to ensure advice provided by the two areas is consistent, in particular with regard to retention/disposal timeframes.

· General discussion on retention requirements for attendance rolls… eg, AQTF and other areas tend to require/recommend 3 year minimum retention, rather than the 2 years provided for in latest PROS 02/01 variation.

5.4 – A single central student file: dream or delusion?

· Existence of multiple student files is a common problem across member institutions, eg: enrolments, faculty, international, scholarship, postgraduate, discipline… Also complicated by differing retention requirements for content – consolidation might mean having to keep some things longer than necessary?

· General discussion over digitisation …opportunities for a central point of management, even if generation, location, security and usage of components or individual files vary (and a way to address the storage/space management implications associated with differing retention periods) …but the technology – or our use of it – isn’t there yet!

· [JB / AC] Monash are digitising old student cards (ie, includes record of final results) and putting into TRIM - $55K project. 

· Recognition that everyone has “black holes”, mostly corresponding with periods of major administrative change (mergers/amalgamations, etc), primary focus now on current and future records; legacy records important but secondary concern.

5.5 – Next meeting

· Members agreed to aim for another meeting before end of 2009; RMIT to host.

5.6 – Tour of VU Archives

Meeting close.

