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	PROS 11/01 Storage Standard

Specification 1 – Agency Records Storage

Agency Storage Self-Assessment Checklist 


	PRO 53


	
	
	



Use this form to undertake a self assessment of your storage facilities and areas, the results will assist you in determining the next steps in ensuring your storage meets the requirements of the Agency Records Storage Specification (PROS 11/01 S1).

The completion of this checklist will also assist with determining the storage risks and developing a plan to improve storage within the Agency.
Public Record Office Victoria:

PO Box 2100

North Melbourne, Victoria, 3051

Telephone:      +61 3 9348 5600

Facsimile:        +61 3 9348 5656

agency.queries@prov.vic.gov.au
2.1 Authorisation
Principle: All public records must be stored in conditions that are authorised by the Keeper of Public Records.
	Requirement Number 
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	1
	All agency records are stored in compliant storage areas and facilities unless required to support ongoing business activities.
	
	
	
	

	2
	Commercial storage facilities used to store public records have been appointed as an Approved Public Record Office Storage Supplier by PROV prior to public records being stored within them.
	
	
	
	

	3.1
	Unsentenced records stored in an APROSS facility have an agency approved plan in place to sentence the records within a specified time period. 
	
	
	
	

	3.2
	The sentencing plan
 is available to PROV upon request.
	
	
	
	

	4.1
	Permanent records stored in an APROSS facility have a plan to transfer the records within a specified timeframe to PROV or a PROV approved facility for storing permanent records.
	
	
	
	

	4.2
	The transfer plan has been approved by PROV
.
	
	
	
	


Comments
2.2. Inspection
Principle: Areas and facilities used for the storage of public records must be regularly inspected for compliance with the Storage Standard.

	Requirement Number
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	5.1
	Agency storage has been evaluated against PROS 11/01 S1 Agency Records Storage Specification.
	
	
	
	

	5.2
	Actions needed to address any requirements not met have been identified.
	
	
	
	

	5.3
	Actions needed to address any requirements not met have been incorporated into the agency’s strategic plans.
	
	
	
	

	6
	A report of compliance against PROS 11/01 Agency Records Storage Specification has been endorsed by a senior agency executive and is available to PROV upon request.
	
	
	
	

	7
	Agency storage has been evaluated:
	
	
	
	

	7.1
	· Every five years.
	
	
	
	

	7.2
	· After any major changes that affect the storage of public records.
	
	
	
	


Comments

2.3 Location & Construction

Principle: Public records must be stored in areas which are located away from known and unacceptable risks.
	Requirement Number
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	8.1
	An assessment has been conducted to identify risks posed by the buildings, building services and equipment used for records storage to the records. 
	
	
	
	

	8.2
	An assessment has been conducted to identify risks posed by the buildings, building services and equipment used for records storage to the staff managing the records.
	
	
	
	

	8.3
	The risk assessment has addressed: 
	
	
	
	

	8.3.1
	· Hazards (for example, the location of known flood plains, coastal inundation and bushfire prone areas within the vicinity of agency storage; impacts of other tenants and their activities (if applicable); storage of non record items that pose a possible threat; impacts of natural disaster events).
	
	
	
	

	8.3.2
	· Risk management systems (for example, disaster recovery preparedness; adequacy of fire suppression and warning systems).
	
	
	
	

	8.3.3
	· Construction (for example, compliance with relevant Australian building codes).
	
	
	
	

	8.3.4
	· Essential services (for example, agency insurance coverage of records).
	
	
	
	

	8.3.5
	· Building services and equipment (for example, building condition, plumbing, exposed pipes and maintenance program; structure of shelving, wear and tear and maintenance).
	
	
	
	

	8.3.6
	· Security (for example, unauthorised access to records).
	
	
	
	

	8.3.7
	· Public safety (for example Occupational Health & Safety (OH&S)).
	
	
	
	

	9.1
	All risks identified from the risk assessment have been recorded within the agency’s risk register.
	
	
	
	

	9.2
	All risks identified from the risk assessment are being reviewed on an annual basis.
	
	
	
	

	9.3
	Risk mitigation strategies and plan have been implemented to address all identified risks.
	
	
	
	

	10
	Agency owned or leased facilities have been assessed as being compliant with Building Code of Australia and associated codes.
	
	
	
	

	11
	Comprehensive fire detection and protection systems and equipment have been installed in accordance with building codes and relevant standards.
	
	
	
	

	12
	Floor loading capacity is sufficient to support the maximum volume of records, containers, furniture and equipment.
	
	
	
	

	13
	Shelving is fit for purpose. 

	
	
	
	


Comments
2.4 Preservation & Safety

Principle: Public records must be stored in conditions that ensure their preservation for as long as the records are required, and the safety of the people handling the records.

	Requirement Number
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	14.1
	An assessment has been undertaken to identify risks to the preservation and safety of the records.
	
	
	
	

	14.2
	An assessment has been undertaken to identify risks to the preservation and safety of the staff managing the records.
	
	
	
	

	14.3
	The risk assessment has addressed: 
	
	
	
	

	 14.3.1
	· Long term preservation (for example, suitability of agency storage environmental conditions and impact on long term preservation of records; impacts of building design and operation and their impact on long term preservation of records).
	
	
	
	

	 14.3.2
	· Conservation (for example, impacts of mould, pests and other conservation risks on agency records).
	
	
	
	

	 14.3.3
	· Disaster management and recovery (for example, environmental impacts on records).
	
	
	
	

	 14.3.4
	· Shelving (for example, suitability of shelving to support records preservation).
	
	
	
	

	 14.3.5
	· Work practices (for example, adequacy of preservation and conservation activities).
	
	
	
	

	15.1
	All risks identified from the risk assessment have been recorded within the agency’s risk register.
	
	
	
	

	15.2
	All risks identified from the risk assessment are being reviewed on an annual basis.
	
	
	
	

	15.3
	Risk mitigation strategies and plan have been implemented to address all identified risks (for example, Integrated Pest Management has been implemented and is being maintained).
	
	
	
	

	16.1
	Permanent records have not been allowed to become damaged or unusable during their retention period, as a result of the prevailing or fluctuating environmental conditions in storage areas or facilities.
	
	
	
	

	16.2
	Long-term temporary records have not been allowed to become damaged or unusable during their retention period, as a result of the prevailing or fluctuating environmental conditions in storage areas or facilities.
	
	
	
	

	17
	Staff members responsible for handling records are trained in safe manual handling practices to minimise risk of injury and of causing damage to records. 
	
	
	
	

	18
	Records in danger of becoming unusable during their retention period have been treated by a professional conservator.
	
	
	
	

	19.1
	Record storage areas and facilities meet identified work health and safety needs.
	
	
	
	

	19.2
	Record storage areas and facilities are supported by safe work practices.
	
	
	
	


Comments
2.5. Identification and Control

Principle: Public records must be stored using systems that enable the records to be retrievable.

	Requirement Number
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	20
	Responsibility for the identification and control of records has been assigned to staff with the appropriate skills and competence in records management.


	
	
	
	

	21
	Systems and metadata for the physical and intellectual control of public records within storage areas and facilities are implemented to allow for effective: 
	
	
	
	

	21.1
	· Management of records (this includes associated policies, procedures and training).
	
	
	
	

	21.2
	· Identification of records (this includes associated policies, procedures and training).
	
	
	
	

	21.3
	· Retrieval of records (this includes associated policies, procedures and training).
	
	
	
	

	21.4
	· Tracking of records (this includes associated policies, procedures and training).
	
	
	
	

	22
	Those authorised to access records within agency storage areas and facilities undertake the following tasks in accordance with agency approved policy, process and procedures:  
	
	
	
	

	22.1
	· Identification of records.
	
	
	
	

	22.2
	· Control of records.
	
	
	
	

	22.3
	· Retrieval of records.
	
	
	
	

	22.4
	· Handling of records.
	
	
	
	

	22.5
	· Return of records.
	
	
	
	


Comments
2.6 Security

Principle: Public records must be protected from theft, loss, misuse and inappropriate or unauthorised access or modification, whilst they are being stored, or in transit to and from a storage facility or area.
	Requirement Number
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	23
	Records that carry security classifications are handled and stored in compliance with the requirements of the classification. 
	
	
	
	

	24.1
	Access to public records in storage areas or facilities or in transit is.
	
	
	
	

	24.1.1
	· Controlled.
	
	
	
	

	24.1.2
	· Monitored.
	
	
	
	

	24.1.3
	· Restricted to authorised staff.
	
	
	
	

	24.2 
	Security breaches are reported to the appropriate authority.
	
	
	
	


Comments
2.7 Maintenance

Principle: A maintenance programme, including regular inspection, review and monitoring, must be in place for all areas and facilities that store public records.
	Requirement Number
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	25.1
	Maintenance of storage areas and facilities are actively monitored.
	
	
	
	

	25.2
	Identified maintenance issues are resolved in a timely manner.
	
	
	
	

	26
	Software on online or near-line computer systems used to store digital records are supported and maintained by people with the appropriate skills and competencies. 
	
	
	
	


Comments
2.8 Business Continuity, Disaster Prevention and Recovery

Principle: An up-to-date disaster preparedness, management and recovery programme must be in place for all areas and facilities that store public records.
	Requirement Number
	Activity
	Completed
	In progress
	Not yet commenced
	No plans to undertake

	27
	A disaster preparedness, management and recovery programme for public records within agency owned or managed storage areas and facilities has been: 

	
	
	
	

	27.1
	· Developed.
	
	
	
	

	27.2
	· Implemented. 
	
	
	
	

	27.3
	· Tested in accordance with programme requirements and timeframes.
	
	
	
	

	27.4
	· Updated based on the outcomes of the test. 
	
	
	
	

	28
	Records in agency storage are insured for recovery and restoration in the event of a disaster. (This includes records in transit)..
	
	
	
	

	29
	Records identified by the agency as being vital are provided with adequate protection from disasters or are duplicated and stored in two physically distinct sites. 
	
	
	
	


Comments
� See form PRO 41 Request for Approval of Sentencing Plan � HYPERLINK "http://prov.vic.gov.au/government/standards-and-policy/all-documents/pro-41" ��http://prov.vic.gov.au/government/standards-and-policy/all-documents/pro-41�





� See form PRO 42 Request for Approval of Transfer Plan � HYPERLINK "http://prov.vic.gov.au/government/standards-and-policy/all-documents/pro-42" ��http://prov.vic.gov.au/government/standards-and-policy/all-documents/pro-42�





� See PROS 11/01 G5: Storage Guideline 5 Records Storage for more information � HYPERLINK "http://prov.vic.gov.au/government/standards-and-policy/all-documents/pros-1101-g5" ��http://prov.vic.gov.au/government/standards-and-policy/all-documents/pros-1101-g5�.





� See PROS 11/01 G5: Storage Guideline 5 Records Storage for more information � HYPERLINK "http://prov.vic.gov.au/government/standards-and-policy/all-documents/pros-1101-g5" ��http://prov.vic.gov.au/government/standards-and-policy/all-documents/pros-1101-g5�
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� See PROS 11/01 G5: Storage Guideline 5 Records Storage for more information � HYPERLINK "http://prov.vic.gov.au/government/standards-and-policy/all-documents/pros-1101-g5" ��http://prov.vic.gov.au/government/standards-and-policy/all-documents/pros-1101-g5�
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