
Government Information Strategy Unit 

Services for Government 

Introduction 
This charter sets out the range of services that our clients and stakeholders can expect from the TAHO 
Government Information Strategy Unit. 

Who we are 

The Government Information Strategy Unit is the branch of TAHO that provides government with best 
practice information and records management direction. Our support includes guidelines and advice, 
recordkeeping training, recordkeeping audit and retention and disposal schedules. Our Unit also ensures that 
state records are appraised for their value and records of enduring value selected as State archives. 

Government Information Strategy Unit services 

We provide the following services: 

• Advice and guidance on managing digital and hardcopy records and information by phone, email and in 
person 

• Recordkeeping Audit Program for benchmarking and continual improvement 
• Storage certification for Secondary Storage Providers and Places of Deposit  
• Mandatory Guidelines, Best Practice Advices, and Toolkits 
• Reviewing and Approving Retention and Disposal Schedules, Disposal Authorities, and Transfers of 

Custody/Ownership 
• Recordkeeping Training and information awareness raising sessions 

Advice and guidance on managing digital and hardcopy records, 
recordkeeping audit, and storage certification 

As practices within government change and evolve, the GISU aims to assist agencies to cope with 
corresponding changes in recordkeeping and management of government information. Examples are the 
amalgamation or outsourcing of certain functions within an agency, changing legislative environments and the 
use of new technologies including social media. 

Where requested, GISU provides an on-site consultancy service to State and local government organisations on 
aspects of managing the records that they create, receive and control. This may include organisation-specific 
advice on: 

• appraisal of unscheduled records 
•  system implementation, including setting up a records management system, or undertaking the 

review and evaluation of an existing system. 
• agency project plans, BCS, records management policy, quotations from vendors for recordkeeping 

services,  
• specific issues, including problem-solving and making recommendations on particular records 

management matters 
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• incident management and notification to the State Archivist (e.g. unauthorised destruction of 
records) 

• emergency management response (to fire or flood, for example) which places records at risk of 
damage, destruction, compromised integrity. GISU may be able to offer assistance and/or advice 
about the most effective actions and general disaster response. This may involve visits by TAHO 
staff, provision of useful contacts or direction to appropriate facilities.   

• action plans as a result of an audit. GISU audits agencies in order to benchmark recordkeeping 
practices for continual improvement.  The audit process includes a written report outlining findings 
and recommendations which will include an action plan which the agency can use in the formulation 
of an improvement program or project.   

• secondary storage requirements. GISU inspects and certifies Secondary Storage Providers and 
Approved Places of Deposit.   

For further information on GISU’s consultancy service, please contact your GISU liaison officer or the Manager 
Government Information Strategy Unit by phone on (03) 6165 5580 or via email at GISU@education.tas.gov.au.   

For further information on the audit process see Government Information Strategy Unit website. 

Mandatory Guidelines, Best Practice Advices, Toolkits and Case 
Studies 

The Government Information Strategy Unit (GISU) develops Guidelines, Advices, Whole of Government policy, 
Toolkits and Case studies for the efficient management of records and information. These apply to all records 
created by Tasmanian State and Local government, Government Business Enterprises (GBE’s) and State Owned 
Companies. Guidelines detail the mandatory requirements for the creation, management and use of these 
records.  To assist agencies to comply with these requirements, we also provide related templates and advice 
which are presented as toolkits. 

TAHO issues advice to agencies on subjects of relevance to managing records in Tasmania, which do not 
necessarily form part of the core mandatory Guidelines published by TAHO under the Archives Act 1983.  

GISU publishes case studies providing examples of great records management practice and examples of 
recordkeeping risks to avoid. 

Examples of areas in which GISU can provide additional advice are: 

• Interpretation of TAHO Mandatory Guidelines, Best Practice Advices,  
• Developing Retention and Disposal Schedules 
• Interpreting and applying Retention and Disposal Schedules 
• Recordkeeping obligations under the Archives Act 1983 
• Disposal and transfer processes and requirements 
• Recordkeeping training  
• Audit processes, requirements and results 

Our ongoing review program provides for new and updated mandatory Guidelines and best practice Advice. 
This enables that our products are relevant, timely, identify emerging gaps and ensure stakeholder feedback is 
incorporated into revised products. 

mailto:GISU@education.tas.gov.au
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Further advice, guidance and tools relating to electronic records and information management will continue to 
be issued as a part of GISU’s work plan and projects. 

A list of mandatory Guidelines and best practice Advice documents can be found on the Government 
Information Strategy Unit website. 

Authorising Retention and Disposal Schedules, Destruction 
Authorities, and Transfers of Custody/Ownership 

GISU reviews and authorises the disposal of state records by issuing and approving Retention and Disposal 
schedules (RDS). An R&DS identifies records required as State Archives, establishes retention periods for 
records not required as Archives, and authorises their destruction once administrative and legal requirements 
have been met. 

GISU will allocate an officer to work with the agency collaboratively to develop their Retention and Disposal 
Schedule In ORDA (Online Retention + Disposal Application). Ensuring critical steps are undertaken including 
legislative mapping and the development of an Information Asset Register, GISU will guide agencies through a 
structured R&DS project process. 

GISU can advise on the most appropriate disposal authorisation techniques for your agency to employ 
including: 

• development of functional specific disposal schedules 
• appraisal advice and guidance 
•  implementation of current general (GDSs) and functional specific disposal schedules,  
• the use, development and issue of single instance Destruction Authorities for the destruction of 

unscheduled records that are not covered in a current RDS. These cover situations where agencies 
have ‘unscheduled’ legacy records, as a result of agency amalgamations or other Government 
administrative changes. 

• Transfer of Custody. Authorisation from the State Archivist may be required under certain 
circumstances, where the custody of agency records is to be managed outside of an agency’s direct 
physical control, or records are to be transferred to a successor agency or organisation.  
Circumstances that may require a formal Transfer of Custody include: 

o When a function is transferred between Tasmanian Government agencies  
o When a function is transferred to another tier of government  
o Amalgamation of agencies into larger agencies/entities 

• Transfer of Ownership. This is required when the agency, or a series of records, passes out of 
government control. If your agency is being privatised please contact TAHO as soon as you are 
notified. We will need to help you to identify the series of records that: 

o need to be transferred to the succeeding organisation  
o need to be transferred to TAHO (Permanent records not required by the succeeding 

organisation) 
o need to be transferred to Treasury (temporary records not required by the succeeding 

organisation) 
Once the records have been identified an Authority needs to be obtained from the State Archivist 
to allow the transfer of records. As you can imagine this process will take some time, hence the 
need to know of the privatisation as soon as possible. 
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• Transfer Exemptions. Agencies are required to transfer State records identified as having permanent 
value to TAHO when business use ceases. Periodically, TAHO may actively seek transfer of 
permanent value records from agencies, in order to update the collection. When this occurs, 
agencies may request an exemption from transfer from the State Archivist, if the records are still 
being actively used by the business.  Agencies are advised that the granting of such an exemption is a 
temporary measure at the State Archivist’s discretion, and is typically limited to a maximum period 
of 12-24 months duration. 

A full list of current retention and disposal schedules can be found can be found on the Government 
Information Strategy Unit website.  

Records Management Training and awareness raising 

GISU provides the following training and awareness raising services to assist agencies in the proper creation, 
management and disposal of State records. 

Records Management Training  

• Scheduled training courses offered in Hobart and Launceston, plus tailored training on request 
anywhere in Tasmania 

• Online Training 

Networking Opportunities 

• Information Managers Forum 
• CIO Breakfast 
• Records Managers Working Groups 
• Online discussion forums 

Publications 

• On the Record Newsletter 
• GISU blog 
• Articles in industry publications 

Feedback 

Comments from our clients and stakeholders are welcome at any time and can be made to: 

Allegra Huxtable 
Manager Government Information Strategy Unit 

Tasmanian Archive and Heritage Office 
91 Murray Street 
HOBART TASMANIA 7000 
Telephone: 03 6165 5581 
Email: gisu@education.tas.gov.au  

 

 

mailto:gisu@education.tas.gov.au
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Information Security Classification 

This document has been security classified using the Tasmanian Government Information Security classification 
standard as PUBLIC and will be managed according to the requirements of the Tasmanian Government 
Information Security Policy.  

Document Development History 
Build Status  

Version Date Author Reason Sections 

1.0 August 2015 Allegra Huxtable Initial Release All 

Amendments in this Release 

Section Title Section Number Amendment Summary 

   

Issued: August 2015 

Ross Latham 
State Archivist 
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