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     For the Record

October 1999
Vot a vunderful parcel o’ season’s wittles!

“Vell you lucky ladies ‘n’ gents,” said Sam Weller, “Here’s a fine specimen o’ wittles for th’ Noel, ‘n’ no mistake!” 

Oh, vel, er, well, Mr C Dickens didn’t write that, but he would have done had he known what a variety of goodies ARMA Wellington has got up-coming in the run-up and aftermath of the Yuletide and Millennium festivities. And we are not talking tea and crumpets!

November 16

Everything you always wanted to know about tertiary information management courses in Wellington and didn’t know who to ask. Rachel Lilburn, lecturer at Victoria University’s  School of Communications and Information Management, and Gillian Oliver, lecturer at the Open Polytechnic’s Information and Library Studies Faculty, will hold a joint presentation on the Capital’s wide ranging academic opportunities from Bachelor’s to Master’s degrees. It will be a lunchtime of learning for you and, perhaps, your staff to use for planning self and department improvements. Bring your boss. He/She will be convinced. 12.15pm, Room 113, Dept of Internal Affairs, Waring Taylor Street.

December 14

A festive evening – the 1st of our Summer events timed after work at a central Wellington venue near you. A few ‘armless alms of archive, a little records management munificence and O’Kane capers. You will learn where Santa keeps his notes and why the modern generation of Santa’s Helpers-on make a red-nosed reindeer rude. A cornucopia of convivialities, a vivacity of savoir vivre, an incandescence of social intercourse, a jete of jollification … and you might even get a drink!

January

No meeting. All together: “Aaaaaaaaaaaaaaa!”

February 8

A special Summer evening visit, tour and talk at the Lower Hutt headquarters of the New


Zealand Television Archive, TVNZ’s irreplaceable taonga threatened with disbursement if the sale of the Government television service goes ahead. Archives General Manager, Alan Ferris, is arranging a talk about saving the Archive for New Zealand, a tour of the building vaults and demonstrations of the company’s cataloguing and computerised database. Keep the late afternoon and early evening free for it.

More details nearer the dates. All ARANZ and other guests welcome, of course. Well, goes wiv’aht sayin’ dunnit!
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Date


9-12 November 1999
LIANZA Conference 99. Auckland.

http://www.auckland.ac.nz/lbr/conf99/home2/htm

10 November 1999
RIM Event Planning Meeting. Venue to be announced.  Contact Linda Campbell linda.campbell@hfa.govt.nz for details

16 November 1999
ARMA Wellington Members’ Meeting. Capital Tertiary Information Courses – Rachel Lilburn and Gillian Oliver. Venue: Dept Internal Affairs

7 December 1999
ARANZ Christmas Meeting : Wellington City and Sea Museum. 6.15-9pm. Drinks (including a nautical spirit) and nibbles will be followed by a guided tour by Ken Scadden. $13 members, $17 non-members. Please RSVP to Rachel Lilburn by 3 December – early RSVPs appreciated

14 December 1999
ARMA Wellington Christmas Social – venue to be announced

INBOX

Thanks to all those who sent comments on the new-look newsletter.  Starting this month we’ll publish all emails received in this new column.  So send all your comments, suggestions, criticisms to the editors at: oligil@topnz.ac.nz
Hi,

I would just like to congratulate the newsletter editors, Linda, Gillian and

Kerri on the look and content of the newsletter - it is informative,

friendly, and very topical.

Well done

Trish

Trish O’Kane

SWIM

Hullo colleagues,

Just for the record, may I congratulate you all on the new ARMA Wellington

journal format, content and name.

A journal if this style and make-up shows what a strong chapter we have

become in the last couple of years. The name?   I'm not mad about it, but

I'm sure it'll very soon become just a name, and lose what ever else it

carries currently as a slogan or a saying.

So, just for the record, I'll be offering occasional snippets for For the

Record.  It'll be good to have a Korero Wellington ARMA.

Cheers,










Michael Steemson

Michael J. Steemson, Principal,

The Caldeson Consultancy

The Editorial Team : Gillian Oliver oligil@topnz.zc.nz, Linda Campbell linda.campbell@hfa.govt.nz, Kerri Siatiras kerri.siatiras@nz.eyi.com 

ALL YOU EVER WANTED TO KNOW ABOUT - CONSULTANTS AND CONTRACTORS: Part 2

by Diane Lowther and Carol Spanhake

This  originally appeared as part of a Library Life article in August 1999.  The authors and LL editor  have kindly allowed us to reproduce those sections that apply to records management consultants. 

What will a  consultant or contractor cost?

There are no standard rates for work done by consultants or contractors.  Again, colleagues will be able to provide a range of examples from which you can decide the price you are prepared to pay.  You can also let the market decide – ask consultants and contractors to submit bids for the work and choose the one within your budget that gives you the best value (not necessarily the cheapest).  You may be so constrained by your own budget that you have little choice.  In this case you can set a non-negotiable rate.

Options for paying consultants or contracts include:

A price for the job

This is the most common way to pay consultants, but contractors can also be paid this way.  It is the best way to guarantee that the work will be completed.  The price is either submitted by the consultant or contractor, or negotiated by both parties.

Depending on the length of the project, payment can be made on completion, or at agreed intervals.  These can be time intervals, e.g. monthly, or on completion of certain stages of the project.

This method of payment can be used for both discrete projects and ongoing contracts.  In the latter situation, the price may be re-negotiated on a regular basis.

‘Piece work’ rate

This method of payment is most suitable for any job that can be broken down into units – e.g. listing records.  The contractor provides a 

quote for the job, broken down into a rate for each unit.  In this situation the employing 

organisation knows exactly what it is getting for its money.

It’s a good idea to have a trial period first, so that the rate is realistic.

The contractor is vulnerable in this situation.  For example, in the event of a system failure, or perhaps the absence of a staff member critical to the project, work may come to a halt.  A clause may be included in the contract to cover these situations, though they can be difficult to anticipate.  Most difficulties can be resolved by negotiation and goodwill.  

An hourly rate

This is the most common method of paying contractors in New Zealand, and can also be used for consultants.  The rate is either specified by the employment organisation or contractor/consultant, or negotiated between them.  It is the most suitable method of payment for work that cannot be broken down into units easily, e.g. reference work.

If you want a guarantee that a discrete project will be completed, you may like to include a performance clause in the contract.

Remember, when negotiating an hourly rate, that a consultant or contractor does not enjoy the benefits provided by your employer for staff.  ‘Benefits?’ you say.  Yes, we know they’re not what they were.  However, a consultant or contractor not only has the costs of finding work and running a business, but also has to finance leave, insurances, professional development, and of course, retirement.

Salary

In some situations, both consultant and contractors may become temporary salaried employees.

Professionalism

An issue close to our hearts is the protection of personal professional reputations by providing a level of service equal to or better than the organisation would otherwise have access to.  There are a number of ways of achieving this, both formal and informal:

Mentoring

It is vital for people working alone to have a network of mentors – business and professional.  These will be people outside the client organisation and, to protect client confidentiality, will not usually know what organisation you are currently working for. 

Quality Control

There are a number of standards and guidelines that we have voluntarily adopted as our own:

ISO 9000 series

AS4390: Records Management

Policies and codes of relevant professional associations

Dublin Core Metadata

Privacy Act and other legislation

Relevant industry and in-house client standards and policies

Continuing professional development

It is very easy as a contractor to forgo professional development opportunities – it’s a double expense because of the course fees as well as the loss of income for that period.  However, it is obviously good business sense and good for the soul to meet with colleagues and be well-informed.  It’s especially  important for the sole contractor to keep up-to-date with changing technology, techniques and information resources.  One learns to use the unexpected gap between contracts to catch up on professional reading and whatever scheduled training is available.

Sometimes we will unexpectedly accept what might be considered a lower-level contract – as a form of self-education and to get experience in a particular industry or with a particular software package. Diane Lowther and Carol Spanhake

In Part 1 of this article (published in our August issue) Diane and Carol listed their “extremes”   – e.g.  their most unusual job, greatest distance travelled etc.

 For the Record would like to hear from the consultants and contractors in the Wellington ARMA chapter.  Share your experiences with your colleagues, the highlights and the lowlights!

Our Prize-winner

Last month Judith Cairns of Tasman District Council suggested the winning name for our newsletter.  Nothing ever happens without at least one string attached, and Judith’s penalty for winning the prize was to write a short profile on herself for us.  Very special thanks to Recall who sponsored the prize of dinner for two.

Judith writes:  “I'm 30yrs, about to change my last name to Spencer and have been at

The Tasman District Council for nearly two and a half years.  I have a BA

(Hons) in English and trained as a journalist. I worked in newspaper

journalism for about three years before going overseas for a year. I joined

the Council on my return and completed the Certificate in Records Management

through AIT with Miranda Welch.”

“As a new ARMA member I'm keen to get more involved in Records Management and build up my knowledge.  There are many projects here begging to be done, and

with more resources (a perennial records catch cry), I hope to be able to

get stuck into them.”

“I'm really excited about winning the rename the newsletter competition and

the prize will be a perfect way to unwind next week after my wedding.  Our

honeymoon will probably be a couple of days at Hanmer Springs so hopefully

we can find a nice restaurant to while away some time in.”  Judith Cairns judith@tdc.govt.nz
LIBRARY NOTES

I have prepared a summary of the Library Acquisition policy adopted by ARMA Wellington Chapter Executive Committee for the information of members. Any comments to me or to any Executive Committee member, please.

We welcome [plead for, beg, grovel for...] any donations members would like to make to the ARMA Wellington library, especially if they are in one of the areas we need to concentrate on.  So why not give your fellow members

an early Christmas Present and clear your bookshelves at the same time? Please send any goodies to the Librarian, C/ 10 Darwin Street Karori Wellington.

We'd also like to have recommendations from you of good books on some of  the topics listed as we are busily putting together a wish list [be a pity not to spend the Library budget!]

Recent Acquisitions:

Grateful thanks to Kerri Siatiras for the donation of "The Knowledge Economy : A submission to the New Zealand Government by the Minister for Information Technology's IT Advisory Group" This was published with the

assistance of Ernst & Young in August 1999. It defines the knowledge economy, and looks at ways that New Zealand organisations can develop the concept of intellectual capital. The study examines who our competitors are

and what they are doing and identifies the critical success factors for fostering the growth of the knowledge economy in New Zealand. This short report is well worth reading and provides plenty of food for thought.

Managing Electronic Records

Something you may want to acquire.  We do not have a copy in the ARMA library as yet but Cohasset Associates US, and the US Patent and Trademark Office have produced a 2 CD set : "The Best of the First Five Years of the

MER.  MER is an annual conference held in the US, at which leading figures talk about various aspects of Managing Electronic Records. The CDs include powerpoint and audio presentations of 28 of the best sessions of the past

five years organised into 5 categories:

 “Electronic records management issues and concepts - classification, indexing, scheduling - highlighting the major conceptual changes required to successfully manage electronic records.

Storage techniques & technologies - addressing the life cycle of records : classification and indexing, retention schedules and storage.

Application issues and concerns - focusing on specific technology application issues for users.

Legal issues - understanding the important new legal issues associated with electronic records.

Management support - obtaining senior management support for an electronic records management program”.

Cohasset very generously has been making the CD set available free of charge, on payment of the cost of shipping.  I don't know how long they will go on doing this but if you want to find out how to obtain a set,

please contact the Cohasset website at


www.cohasset.com


or fax 001 815-469-1901


or email Chris Glatz at mgmtsvcs@mediaone.net

To access the CDs you need to have an IBM compatible PC, Microsoft Windows 97, 8x CD-ROM drive, 16 megabytes of RAM and Microsoft Powerpoint Viewer 97 (this latter viewer is included in the CD).

Interesting Websites 

Two interesting websites you may enjoy visiting, both found on the Australian Archives list serve:

Register of Australian Archives and Manuscripts thesaurus

An updated version of the RAAM Occupations Thesaurus has now been completed and is available on the National Library Server with links from:

http://www.nla.gov.au/raam/occup.html and

http://www.nla.gov.au/raam/raamdb.html#occup

Versions of the thesaurus have also been made available to be downloaded as

Word97, RTF and PDF.

Paula Waring

Manuscript Section

National Library of Australia

Canberra ACT 2600

Monash University Records and Archives Services is pleased to announce that an updated version of our webpages can be found at the following address:

http://www.monash.edu.au/magpie/

Any feedback, comments etc. are most welcome.  Please note that some of the pages have been restricted to Monash University staff and students only.

Thank you

Catherine Nicholls

Archives Systems Officer

Monash University Archives

Monash University

Admin. Building 3D,

Wellington Road,

Clayton. Vic 3168

Happy Reading, Browsing or whatever,

Deirdre T Wogan

Librarian

ARMA Wellington Chapter

email dtw@actrix.gen.nz

phone (04) 934 4342

fax   (04) 934 4341

LIBRARY ACQUISITION POLICY

The Executive Committee meeting in September 1999 adopted the following acquisition policy:

Annual Library Budget of $600.  A Library Purchasing Subcommittee consisting of the Librarian, Helen Hancox and Desiree Barnes will recommend purchases for the library.  Proposed acquisitions to meet criteria:

1. Spend approximately a third of the annual budget on updating any material in our collection which is over 3 years old, appears on the topic list and for which later editions exist.

2. Only purchase material which builds up the collection in the areas outlined.  

3. Regularly purchase [if we can’t get it donated] the proceedings of the ARMA conferences

4. Consider purchase of proceedings of other conferences dealing with topics on the list.

5. Urgently develop the reference database, if necessary spending some money on help with design.

(cont.)

Any purchases made for the library will fall within the topics outlined below:

1. Records and Archive management in New Zealand.

2. Up to date information on electronic issues, including electronic records management, archiving of electronic records, studies of the lifetime of electronic media, new technologies, metadata, migration, alternative storage media and e-commerce.

3. Development of various types of RM and IM policies. 

4. Legislation, including commentary on legislation affecting New Zealand records management 

5. Internet and intranet guidance for NZ record managers and others

6. Indexing, thesaurus building, keywording, classification, retention scheduling etc.

7. Good general textbooks on records management - NZ or Australian based

8. Information management, information theory and concepts, setting up Information Centres.

9. Knowledge Management information sources.

10. Quality Management or Quality Assurance.

Deirdre T Wogan

Librarian

ARMA Wellington Chapter

dtw@actrix.gen.nz

NEWSY BITS

Index for Body Language?

Body language  and gesticulation of witnesses to Waitangi Tribunals is recorded on video tapes to assist interpretation of evidence for inquiries.  This astonishing information management technique was revealed to around 40 ARMA members and guests at the Association’s October lunch meeting.

The meeting, at the Tribunal’s offices in Featherstone Street, Wellington, was addressed by the Tribunal Manager, Dr Ian Shearer, who told how inquiring tribunals can be helped by video-recordings of “primary evidence”, the phrase used to describe the spoken evidence often given by Maori elders when the history of a group or a grievance is being studied.  

He said that all tribunal hearings are recorded as text and on audio media, but often a witness’s gestures could also be helpful in interpreting meaning. Video recordings were made of these witnesses during the hearings for this purpose. The organisation was studying methods of permanent storage and indexing of these and other records, including imaging.  Tribunal Research Officer Robert McClean described the working of the organisation’s archives and escorted the attendees on a tour of the department.    

ISO Records Management Standard

The September lunch meeting was addressed by Wellington consultant Michael Steemson on the International Standards Authority’s records management standard, ISO15489.  His talk is now available on his company website at <http://www.caldeson.com/iso15489.html>.

 Michael Steemson

Storage Standard Update

To promote appropriate storage of New Zealand government records and archives, National Archives is developing a storage standard, due for completion in February 2000.  Evelyn Wareham, Archives Analyst in the Statutory Regulatory Group of National Archives, is co-ordinating the project, with the guidance of a working party representing different fields in the storage sector.

The working party, which was formed in July this year, comprises:

· Russell McArtney (Branch Manager, Recall Total Information Management) 

· Jocelyn Cuming (Preservation Officer, National Preservation Office)

· Jenny McDonald (Information Services Manager, Land Information NZ)

· Jonathan London (Head of Preservation Services, National Archives)

The group has developed guidelines for scope and format of standard, drawing on international best practice.  The drafting of the standard is well underway.  

A full draft will be publicly available for comment and feedback from late November.  For further information, have a look at the project plan and background paper available on National Archives’ web-site at <http://www.archives.govt.nz/statutory_regulatory/>, or contact Evelyn at Evelyn.Wareham@dia.govt.nz

Evelyn Wareham
Transfer Standard Released

The National Archives Transfer Standard, which regulates the transfer of government records to National Archives, was officially approved in June 1999.  

Developed by the Statutory Regulatory Group of National Archives, it forms part of a standard setting programme that aims to improve recordkeeping in government through better regulation.  The standards clearly set out expectations and requirements for the proper management of records within National Archives and across the New Zealand Government.
The Transfer Standard sets out requirements for proposals to transfer records to the custody of National Archives.  It includes guidance on criteria for acceptance of transfer proposals, authorities for transfer, access conditions, and the listing and boxing of records.  

Copies of the standard are available from the Statutory Regulatory Group, National Archives, phone 499 5595, PO Box 12050, Wellington, and on National Archives’ web site at <http://www.archives.govt.nz/statutory_regulatory>. Evelyn Wareham

New ARMA President Seeks NZ Links 

New President of the Records Management Association of Australia, Chris Fripp, is seeking closer ties between Australia and New Zealand information professionals.  After a visit to Wellington last month, he said the two countries could learn much from each other, adding: “It’s not a one-way process. New Zealand has important lessons to teach us Aussies,  especially your bi-cultural approaches to records and archives management.”

The Australian R.M. leader met records managers and archivists in Wellington during the visit, his first overseas engagements since his election to the office at the association’s Darwin convention in August. 

Among his guests was ARMA Wellington chapter President, Trish O’Kane.  During their hour-long meeting, they discussed ways of creating closer ties between Australian and New Zealand record management communities.  The two presidents agreed to exchange newsletters and to work towards co-operation with conference programmes and other Trans-Tasman exchanges.  After the meeting, Trish said:  “The discussion was very positive.  We both want to achieve closer liaison across the ditch and we talked through a number of proposals towards that development.  It was great to meet Chris.  I’m sure we’ll be able to work together well.”

The Australian R.M. leader made a visit to the National Archives of New Zealand where he conferred with fellow countrymen Acting Chief Archivist, Chris Hurley, and Michael Hoyle, the Manager of the Archives’s Statutory-Regulatory group, and other NANZ staff.  Chris Fripp later said his visit, his first time in New Zealand, had been very important and would be of much benefit to his quest for closer trans-Tasman ties for records and information professionals.  “I greatly enjoyed meeting a number of Kiwi recordkeepers to find we already have much in common and share the desire to learn more from each other.”

Chris Fripp is Corporate Records and Archives Manager at the Council of Sutherland Shire, one of the largest rural authorities in New South Wales, located south of Sydney.  He is President of the Local Government chapter within RMAA and was formerly Company Secretary of the Association.  His email address is <cfripp@ssc.nsw.gov.au>.  Michael Steemson
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