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 Staff member completes checklist(s) 

Assessment meets 
agreed standard
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meet agreed standard 

Staff identify areas for 
improvement as 
identified by checklists 

Staff use resources 
provided through 
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website to identify 
action points for weak 
areas 

Staff build action 
points into work plans 
and complete.  

Staff contact Records 
Services for support 
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scope solutions 

Records Services staff 
develop project 
solutions for issues 
identified 
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Task undertaken by business 
unit 

Task undertaken by Records 
Services 

Task undertaken by business 
unit and Records Services 
jointly 

Resource or 
documents required 
or produced at this 
stage 
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