UNSW Recordkeeping Assessment
Part 1 (Record Identification)

Overview

This assessment will identify if UNSW records will be impacted by the proposal (Part 1) and
if yes, evaluate records management compliance requirements (Part 2.)

About

As a NSW public office, the University is required to comply with the conditions of the State
Records Act NSW, 1998. These requirements are detailed in the Act, the NSW Standard on
records management and supported by AS ISO 15489.1, Information and documentation —
Records management.

The UNSW Recordkeeping Assessment is in two parts. This Part (1) identifies if records and
information will be impacted by the proposal. Part 2 maps the requirements for managing
records to a series of questions that may be included in a procurement activity, system
design or system upgrade/change.

You will be advised if (and when) it is necessary to complete both parts when completing
this assessment.
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Create  Records, information and data are routinely created, captured and managed as part
of normal business practice

Assessment

1.1 Will the solution future state create and capture evidence of UNSW business
activity?

This means unique information (i.e., records) that is not a duplicate held elsewhere
Please refer to the FAQ below for additional guidance on identifying records.

Yes

1.2 What business activities will the solution document?

Please list them all.

1.3 Where are these records stored now? (i.e., current state)

Please list all known locations

1.4 Is it intended to replace the system currently managing these records?
If yes, is decommissioning of the legacy system in scope for the project?

1.5 Please submit your responses to records@unsw.edu.au
Information on next steps can be found within the FAQ below.
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FAQ

11

1.2

13

1.4

1.5

Will the solution future state create and capture evidence of UNSW business
activity?

This evidence (records) can be any document made or received as part of business activity
at UNSW. Records can be in any format, including websites, social media posts, emails,
videos, and data fields in a database.

A record provides evidence of what was done or decided (in some cases in court) and
together, they form a vital University asset.

Records are created through:

Automated processes: such as records created by business operation systems, HR and
accounting systems, creating agreements, or systems that automatically create documents
such as letters and emails.

Intentional documentation: deliberately documenting actions, events, or decisions, for
example meeting minutes or case notes of phone calls.

Any unique data generated in support of University activities will include records.

What business activities will the solution document?

The University has its' own BCS (Business Classification Scheme) that it uses to define and
organise records of its' activities.

You can use the BCS to help identify business activities the system will be capturing.

The BCS is located here, on this page.

Where are these records stored now?

It may be necessary to consider existing records that will be superseded by this proposal.

Is it intended to replace the system currently managing these records?

If records already exist for this activity, will they be migrated to the new solution and/or will
action be required to adequately manage any legacy records/systems generated by the
proposal.

Next Steps

The Records & Archives team will assess your responses to confirm the recordkeeping
compliance requirements for the proposal and advise if Part 2 of the assessment is
required.

If you have already been advised to complete Part 2, you can locate it here.
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https://www.unsw.edu.au/content/dam/pdfs/planning-assurance/records-and-archives/2024-04-unsw-business-classification-scheme-v4.0.1-27-june-2019.pdf.coredownload.pdf
https://www.unsw.edu.au/assurance-integrity/records-archives/rams/titling-records
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