Minutes of VHERMAG Meeting Friday 2 September 2011
Court Room 3 Building 20 Level 1 
RMIT University City campus

9.30 am – 12.30 pm
1. Welcome and Apologies:

Attendees:

Antony Catrice, Ken Mould (Deakin University), Sandy Gillam, Jason McGlone, Sarah Brown (minutes) (RMIT University), Janet Brennen (Monash University), Kirsten Wright, Jan Askhoj, Liz Micallef (Victoria University), Brian Burcell, Blanca Pizzani (Chisholm TAFE), Kathryn Dan, Adelaide Parr (University of Melbourne), Shane Arnold (Swinburne University), Ross Elford, Anthony Dean (La Trobe University)
Apologies:
Ann Johnston (William Angliss TAFE), Linda McKenzie (Wodonga TAFE) 
2. Updates - All
RMIT – Jason

· Working on PROV compliance requirements – stakeholder survey in progress, records management policy and procedures and digitisation procedure, including digitisation template

· Upgrading to TRIM 7.1 at end of year. Project Manager in place and will meet target of January 2012 

· Two staff members down and hoping for budget for upgraded positions 
RMIT – Sandy

· Records requests and records transfer numbers up
· HEW 4 Archives Officer – will be replaced

· Working on RMIT photographs going into LCMS (Library Content Management System), an internal system with good metadata.  May provide web links to external people. Photograph format is high quality jpegs. SG wants to scan as TIFF but question of how to store large files

· Providing input to various procedures around RMIT

· PROV Standards the main task

Deakin – Ken

· Attended Capture Standard PROV session

· Upgrading to TRIM 7.1 and going to Office 2010

· Have lost a staff position

· Deakin wants Ken to develop a students complaints system with auto form filling, but project on hold

· Negotiating budget for coming year

· A CIO to be appointed at Deakin and records/archives may be moved under this new position
· There are more requests for TRIM than the capacity to support at present
· Generally more of the same with fewer resources

University of Melbourne – Kathryn

Records:

· The TRIM 7.1 upgrade last weekend went smoothly. Will be doing a post implementation review

· Looking at 7.1 capabilities including web access

· Have migrated the access database for permanent university records into TRIM – can now control and search records in one place

· Working on major project to digitise hard copy files for current staff members and add to TRIM. Digitisation part is being outsourced.

· PROV Standards – working on program of continuous improvement so people can check where they are against the standards, Have “road tested” with local records co-ordinators. Being standardised at a reasonable level incorporates using TRIM

UMA:

· Katrina Dean (UMA Archivist) is on maternity leave (had little girl) and Suzie Shears is acting UMA Archivist with Kathryn assisting.

· UMA has moved a database managing photographs into their main system
· Negotiating additional storage

La Trobe University – Ross

· Ramping up training awareness program  in records and archives management

· TRIM deployment nearing completion

· Doing a business case with People and Culture

· Nearing completion of integration of LEXIS database with TRIM for Legal section

· Beechworth and La Trobe International closures causing some issues – have been lumped with their student records and student databases hard to get into. This should be Academic Services responsibility

· Approved for TRIM 7.1 upgrade
· Negotiating budget

Swinburne University – Shane

· All student files will be scanned by end of month. Some areas now scanning their own

· Student Services records going into TRIM

· Negotiating for TRIM 7.1 upgrade – no result as yet
· No budget for Sharepoint

Victoria University
Student Records – Liz
· Restructuring to work in with Callista. VU still deciding where student records will sit – may be with graduations

Records and Archives – Kirsten

· Jan Askhoj has replaced Kirsten as senior records consultant

· Kirsten has replaced Antonina Lewis as University Archivist

· Upgrading RecFind to 6 from 5 – finding lots of inconsistent data

· Working on scanning/digitisation plans with some schools and student welfare area

· Doing staff training in records essentials, including for VU International 

· IT is ramping up use of Sharepoint – working with IT to assist with standardisation

· ERM - in progress

· Building work near Archives now completed and Archives cleaning being done
Chisholm TAFE – Brian

· Introduced Bianca Pizzani, new Library and Information Manager

· Going to Sharepoint

· Upgrading to TRIM 7.1 via 6.2 in next few weeks

· Trying to lift profile of records and archives

· PROV Standards – started on storage

· Implemented a major disposal project to alleviate storage problems

· Doing review of RM Unit

Monash University – Janet

· Two new positions advertised

· Approval for 2 to 3,000 new TRIM licences – general discussion around licensing costs / lobbying for reduced licensing costs

· Having to move off Novell in a small window of opportunity to “active directory”

· Approval for TRIM upgrade by end of year

· Malaysian staff keen to get access to TRIM

· Archives busy with 50th year history. Graham Davidson wants to form a Professorial Committee to support Archives. Have found ex staff members with collections to donate

· PROV Standards – first digitisation plan signed off

· Have revised RM policy in light of strategic management strategy and will be assessing it (the new positions will be doing this).

· Google mail / Google docs implementation – no standards and will become a mess

· RM now sits under Office of the Chief Information Officer who provides good management support. Keen to digitise

3. PROS 02/01 Retention & Disposal Authority Working Group – Update (Adelaide Parr)

The working group is going well, with 13 functions identified, and agreed activities being consolidated. Next step is to write the functions. A “how to write a function in an RDA” session will be run for anyone interested. Will circulate agreed functions and activities soon for feedback. Kathryn and Adelaide spoke to the PROV and were advised that PROS 07/01 functions can’t be revised. However the group will formalise what must be changed in PROS 07/01 re functions that don’t work for our sector. Expectation is that group will have revised the first written function by end of this year. This will include full appraisal and then be put out for feedback. By mid 2012 all functions may be ready to go to PROV.

PROV requires stakeholder feedback and this must include external stakeholders e.g. student unions, higher education and TAFE, regional and rural and metropolitan. Consultation is a requirement of the disposal standard.
Action Items: 
1. VHERMAG members draft lists of people we consider stakeholders

2. VHERMAG to consider funding a 3-4 month administrative position (HEW 4/5) to coordinate the Working Group’s consultation/testing process – organisation of testing groups etc.

Aim to have first draft of RDA to PROV by mid 2013.

4. Victorian Public Sector Information Release Framework Principles (Ross Elford)
Ross noted these had been released (came to Ross via IIM) and asked if VHERMAG wanted to do a joint submission. General discussion on what individual universities are already doing, and implications for HE e.g. research data in context of push for openness, use of contractors. Also discussion around access standards. VHERMAG will not do a joint submission.
5. Digitisation Plans – Update

RMIT – Jason
Drafting a procedure and template. Much work translating PROV requirements into lay person terms. Process will be that there will be a procedure and form, including quality assurance form. Will be getting VC and business unit level sign off on each type of record. On hold until TRIM upgrade.

Victoria University - Kirsten

Completed adobe lifecycle, but idea is that RM will fill out in conjunction with business unit. As too onerous to get VC sign off on every digitisation plan have decided to send broad overview to VC which will include the template, examples of types of records and a delegation. Still to check proposal with PROV.

University of Melbourne – Kathryn

A similar approach to VU. UM has various drafts in development and Kathryn seeking delegation from VC to her manager including process for sign off from business manager.  Has one draft ready to be certified.

Monash University – Janet

Student records form has been signed off and paper records ready to be destroyed. Next will be invoices in the finance system. The finance area is awaiting a ruling from the Tax Office before plan can be signed off. Sign offs are going to the VC via the CIO. 

General discussion on what people are doing with hard copy records while the quality assurance process is going on (such as scanning and holding hard copy accessibly) and experiences with digitisation plans and projects thus far.

6. Records Management Strategy (RMS) including Digitisation Strategy (Jason McGlone / Sandy Gillam)

Swinburne University – Shane

Following PROV standards re digitisation
RMIT University – Sandy / Jason
RMIT has a strategy to identify digitisation projects / target records.
RMIT following the PROV processes re information gathering / stakeholder engagement etc. Sandy noted a big issue is the not knowing what is out there. Have run an online survey but don’t have the resources to cope with work which may be generated from the survey

Monash University – Janet

RMS addresses risk as part of RMS – have a matrix to identify a hierarchy to prioritise e.g. high risk records. Part of Janet’s strategy was to say that “you have to find out what’s out there” and she got the 2 new staff positions as a result.

Victoria University - Kirsten

Draft strategy is “pre strategy” (similar to Monash approach); have followed all the PROV requirements.

There was general discussion re RMS, including the attitudes of clients, our organisational cultures, value of Information Management committees.

7. Workflows and Digital Signatures in TRIM (Jason McGlone / Sandy Gillam)
Jason - as part of the TRIM upgrade the Project Manager wants to implement workflow in TRIM. Is there rationale for and any value in implementing? 
Monash and Deakin don’t use. Anthony (La Trobe) will advise Jason of a local government colleague’s experience with it. Janet was advised it was useful if multiple tasks/multiple tracking; otherwise Action Tracker will suffice. 

8. Other Business
Kathryn – 

RMAA Conference coming up.

University Recordkeepers’ Forum (URF) - Kathryn will set up blog?

Janet – Credit cards. There are new bank regulations (from 1 January 2011) requiring destruction compliance. Credit card information is not being redacted by areas and RM fixes this up – have to report back to banks that details not being retained.
Ross – how are “tweets” being managed? 

VU has formed a social media guidance group on which RM will have representation. 
Adelaide is on the UM Marketing and Communications Social Media Working Group and reported on strategies at UM. 
Ken discussed potential litigation issues re tweets etc., including the reputational risks to institutions, who owns the pages.

Kathryn – privacy issues re Cloud Computing booking systems – will put Cloud Computing on the agenda for URF.

Meeting closed at 12.30
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