				RECALL			July 1999��Annual General Meeting of ARMA Wellington

�Chapter - Tuesday 8 June, 1999.

President’s Address 



First I would like to thank all the members of the committee for what has been a productive and enjoyable year.



Elected Positions�Person��President

�Trish O’Kane ��Vice President & Membership Secretary�Helen Hancox ��Secretary

�Susannah Corney ��Treasurer

�Jackie Hill ��Committee member & Webpage Builder�Kevin Bourke��Committee members & Recall Editors

�Gillian Oliver and

Linda Campbell��Co-opted Members����Programme Secretary�Elaine Kirk, then 

Michael Steemson ��Librarian�Deirdre Wogan��Backup to secretary�Evelyn Stewart��Co-opted during the year:�Kerri Siatiras��

When we first formed the committee we met in August 1998 to establish important areas of focus for ARMA Wellington:



Members’ Meeting Programme

ARMA membership - providing value

Education

Library

Communications

Liaison with other organisations

Funding

Commemorate 10 years of Wellington Chapter

Chapter Policy

Influence of ARMA with other groups/Profile for our Chapter

Products we can deliver to members



1.	Members’ Meeting Programme

Key person:  Michael Steemson, Programme Secretary

The member’s Meeting Programme has run well, with good attendances - typically 25-35 people.  One meeting - with Parliamentary Counsel Office was cancelled, but may well re-surface with some modification. In addition we worked with the Wellington Chapter of ARANZ to hold a couple of combined ARANZ/ARMA activities that were very well attended.  

�(President’s Address continued)��We had a couple of evening functions, and will run a couple more this year to allow more time for networking.



Elaine left the committee early in our year, but was an excellent programme secretary.  The rest of the committee tossed bits of the job around between them for a few months, and then Michael Steemson graciously volunteered, and has been doing a wonderful job.��We have also instigated some ideas to better manage member meetings:

We now send invitations as colourful and exciting emails, (by paper to a very few).  Email saves money and time, and has been used when some opportunities/changes have come up at very short notice

We are working to improve mingling at meetings

We are better at estimating the numbers attending



3.	ARMA membership - providing value

Key person:  Helen Hancox, VP and Membership Secretary

Our key measure is the number of members we have - this has grown from 50 to 70+ members, and almost all members renew.  We have instituted a Corporate Membership scheme, in conjunction with the Auckland Chapter.  Helen has been a very efficient membership secretary.  Providing value for members is an area I recommend to the new committee ongoing work, especially in the areas of targeting key positions in key organisations, and in providing value to members outside of Wellington City.



4.	Education

Key person - to be appointed

Apart from the membership programme, this was not one of this year’s winners.  Over to the new committee.



5.	Library

Key Person - Deirdre Wogan, ARMA Librarian

The library is running well, and Deirdre has been active in posting useful Website links etc, using Email, the ARMA Webpage and Recall.  Deirdre has kindly volunteered to stay on as Librarian, and has plans for 

a project to build and develop a useful list of Website links for posting on the ARMA Webpage

a programme to update/replace some books, and purchase important new work

I agree with Deirdre that the library needs a budget (as does the Chapter) and I recommend this as a priority for the new committee.  

6.	Communications

Key Persons - Gillian Oliver and Linda Campbell (publishing Recall) and Kevin Bourke (Email and Web)

Recall is now published again,  thanks very much to Gillian and Linda for useful, well-written and designed work

Our Email distribution system is working - all but a handful of members are on Email - thanks to Helen, (and to Kevin for backup)

The Webpage is up and running - that’s great Kevin!:�http://home.clear.net.nz/pages/arma.wgtn

The next year will see further refinement of what this medium can usefully deliver



7.	Liaison with common interest 	organisations

Key Persons - Trish O’Kane (as President) plus any other willing bodies.

We have been quietly and happily building bridges with the Auckland Chapter, ARANZ (hence joint meetings) the newly forming AIIM Chapter and National Archives.  I recommend more, (more!) of this approach to the new committee.



8.	Funding

Cost of membership is driven largely by the requirement to pay in $US - this is now $US115 for the ARMA International portion of the membership fee.  Given that our dollar hovers at about half the $US, we send about $230 offshore for each new member.  The rest is the Chapter membership fee.

By cunningly delegating negotiations to our super-negotiator Vice President we have achieved more sponsorship this year, and we have also instituted a Corporate Membership of NZ$25 for any second or subsequent member of an organisation that already has at  least one full member.  Our meetings have also stopped being loss making because we are better at estimating numbers for catering.  So, well done to the committee!



9.	Commemorate 10 years of Wellington 	Chapter 

A bit inadequate here, since it was a very quiet commemoration.  Many thanks to Alison Fraser for composing an informative article on formation of the Chapter.

(President’s Address continued)

10.	Chapter Policy

Now tested with members using Email.  Can also be published in Recall.



11.	Influence of ARMA with other 	groups/Profile for our Chapter

Most effort this year went into the committee which formed to build a New Zealand Guide to the Australian Records Standard, AS4390.  This work has been very rewarding for all involved.  I have been actively involved, but thanks also to Deirdre and Kerry.  Michael runs that committee, so our thanks to him for steering it well.  We have also met with National Archives to establish a specific relationship there.  There are others on our initial list - over to the new committee....I would now add Internal Auditors and Records/Information staff in specialised fields, eg Health.



12.	Products we could deliver to 	members/special projects

We are starting to provide useful links on the Website, and we now also forward on any job vacancies to via Email, any events of interest.  What else would you like?

13.	Core positions on the committee

Thanks very much, also to Susannah and Evelyn (our Secretary and backup Secretary) for taking what Susannah herself called “damned fine minutes”, and to Jackie Hill for being Treasurer, and negotiating the thrills of international currency via credit card.  If these two jobs aren’t done, then you don’t have a committee - they are pivotal.  To myself and my esteemed Vice President Helen - good work!



14.	Summing Up

It’s been a fun year, a lot has been achieved, and of course there is a lot still to be done.  If you can help with specific projects, that would be great, if you can “understudy”/help with a specific position, please introduce yourself.

Ideas, please.  



I wish everyone a productive and personally happy year to come.





Trish O’Kane

President

ARMA International Wellington Chapter



�

National Archives Library

			

The National Archives of New Zealand Library has two primary emphases. 

Archival and records management technical information. 

New Zealand history.

It is the first of these two categories which are of most interest to outside clients as we are the only holding institution in New Zealand for a great deal of the material.



In total the library holds approximately 6000 titles including approx. 200 journal titles (not all are current, some have ceased publication).  The collection includes all major archival periodicals, several significant records management periodicals and purchases of monographs are made regularly from all the main archival publishers.



As the library is primarily designed as a staff resource access by the public is limited.  The library does however have a small number of subscribers from the archives and records management professions.  For an annual subscription fee of $100 (gst incl.) for an institution or $50 (gst incl.) for an individual the subscriber receives 10 Current Awareness Bulletins per year.  The Bulletin contains copies of the contents pages of recently received journal issues and the bibliographic records of new monographic titles.  Only material relevant to Archives and Records Management are included in the subscribers bulletin.  Subscribers are also able to visit the library to browse or do research for themselves (by appointment), borrow up to 5 items at a time and request copies of articles.  The library staff will also do limited research from the collection on request.  Subscribers outside Wellington are free to contact the librarian with any queries. Use of the New Zealand material is not encouraged as most of the material is freely available elsewhere.



Further details are available from the Library Manager, Toni Houghton, National Archives of New Zealand, PO Box 12-050, Wellington.  Phone: (04) 499-5595, Fax: (04) 495-6230 or Email: Toni.Houghton@dia.govt.nz.  Enquiries are welcome.

�

��ARMA Library Update

JUNE 1999

�

Donations received with thanks:

From Kerri Siatiras of Ernst and Young  eCommerce in New Zealand - First Annual Study Results

This reports on the results of a study undertaken by Ernst & Young and the New Zealand Institute of Management into the extend to which eCommerce has been adopted in New Zealand.  The majority of respondents [103 of the 500 largest organisations in New Zealand] concluded that New Zealand is lagging behind the rest of the world in the use of eCommerce. 40% of respondents saw eCommerce as chiefly a cost-cutting tool.  The study is to be repeated annually.  



From Rick Barry, who was in New Zealand recently to give two well attended workshops on Electronic Records Management: Information Technology: The Sixth Text Retrieval Conference {TREC-6]

This massive set of papers from the 1997 Conference covers many aspects of Information retrieval.  The Conference  workshops test various methods of information retrieval, using large collections of information and looks at both standing queries [similar to the library current awareness searches] and “ad hoc” or one off queries.  While most of the papers are highly technical there is a very useful overview .  Areas covered by more specialised papers are retrieval in languages other than English, natural language v. Boolean searching, spoken document retrieval and comparison of different retrieval strategies.  Not for the faint-hearted but well worth the effort!



From Helen Hancox:  Helen has kindly donated her copies of the following ARMA publications for as long as she remains a member:

Records Management Quarterly [April 1997 to October 1998]

Information Management Journal [January 1999 onward]

NNQ News, Notes and Quotes [March 1997 to August 1998]

Infopro [March 1999 onward]

The Microfilm Advocate [Spring 1997]

Technologies for Managing Information [March and September 1997]

Membership Directory [January 1999]

Helen has also contributed copies of Talking Records [Volumes 7 and 9]



From Deirdre Wogan copies of the New Zealand PC World [June 1998 to July 1999]



Replacement of lost books

I am very pleased to report that the following lost books have been replaced: 



ARMA Guidelines for Records & Information Management - Developing &

Operating a Records Retention Program

Records Retention Procedures - Donald Skupsky

Value-Added Records Management - Karen L Sampson



Library Development Project

I am working on a proposal to develop the library holdings.  If you have any topics you would like to see covered, or you can recommend any Records/Information management titles, please contact me:



Deirdre T Wogan

Librarian

ARMA International

Wellington Chapter

tel (04) 934 4342

fax (04) 934 4341

mobile 025 577 196

email dtw@actrix.gen.nz



��

New Committee Member

Christine Edney was elected to the position of Treasurer at the recent AGM. Christine has been with the Ministry of Commerce since December 1997.  Before that she was with National Archives for 4 years first as an appraisal clerk and for two years as manager of the Wellington office of the National Archives Record Centre until it was closed in November 1997.



Her job for the Ministry is for the Business and Registries Branch of Commerce (Companies, Insolvency, IPONZ) and the Information Centre of Commerce to establish a record centre for storing semi inactive records, which in the past have been stored all over the place.  The records centre offers a retrieval service for all files stored.  They instruct on how to list and box records and according to retention and disposal schedules will transfer the records to National Archives. The records centre is run in a similar style to private sector companies. There is an in-depth electronic records system utilizing bar codes and scanners.

���Recordkeeping, Legislation and Risk Management, by Jackie Jean



Records managers these days have to be salespeople, particularly in devolved environments.  We have the challenging task of “selling” the benefits of good records management to busy colleagues for whom “filing” is likely to be of low priority.  We can do this by promoting records as an information resource - better access to better quality information improves the decisionmaking process in an organisation.  In tandem with this approach, we can raise awareness of the pivotal role records management plays in the management of risk.  The better the organisation’s records are managed, the lower the risk of liability or embarrassment arising from incomplete or inaccurate information.



Legislation has a profound impact on recordkeeping requirements and risk management, far greater than the relatively few legislative retention periods would suggest.  The ability to comply with legislative provisions depends heavily on good recordkeeping.  The following brief overview develops this theme with reference to some of the legislation affecting the workplace.



Obligations to Stakeholders



The range of stakeholders in the public sector is greater than the private sector and therefore the legislative framework is more complex.  While there has been a steadily-growing trend towards making private businesses more “socially responsible” (as evidenced by legislation such as the Securities Act 1978, the Resource Management Act 1991 and the Companies Act 1993) they are still primarily responsible to their owners, shareholders etc.  The major legislation impacting on recordkeeping in the private sector is still that dealing with taxation ( and if the business is a company, the companies legislation).



Government agencies, in contrast, are “stewards’ of public information and may be scrutinised under a number of pieces of legislation (depending on the particular agency).  Review/monitoring functions may be carried out, for example, by the State Services Commissioner under the State Sector Act 1988, the Audit Office and the Treasury under the Public Finance Acts 1977 and 1989, the Chief Archivist under the Archives Act 1957, the Statistician under the Statistics Act 1975, the Secretary to the Treasury under the Fiscal Responsibility Act 1994, the Ombudsmen under the Ombudsmen Act 1975 and even the public at large under the Official Information Act 1982.  In addition, agencies of the Crown are required to comply with the principles of the Treaty of Waitangi.



Particular government agencies will also be responsible for administering legislation and/or carrying out statutory functions.  Within LINZ for example, there are several statutory officers; the Registrar-General of Land, the Commissioner of Crown Lands, the Surveyor-General and the Valuer-General.



The Privacy Act 1993 applies to both the public and private sectors and is all about the proper management of personal information in accordance with the privacy principles enshrined in it.



While the level of scrutiny of records may be higher and happen on more fronts in the public sector, there is a common thread running through most of the legislation referred to above; someone has the authority to inspect books and records and/or require information to be supplied.  In many cases there are penalties for failure to comply.  For the public sector there can be the added embarrassment of adverse statements made in a reviewer’s report which is laid before parliament.  The need for recordkeeping standards to be maintained is implicit in some legislation, for example section 9 of the State Sector Act requires the agency to keep such records as are necessary to enable it to provide the information required.  Other legislation goes further and draws negative inferences from failure to produce information, for example section 28 of the Official Information Act states that lack of response or undue delay in responding to a request is taken to be a refusal to make the information available.



Obligations as an Employer



Both public and private sector employers are required to comply with essentially the same legislative provisions.  The Employment Contracts Act 1991 contains an implied retention period of 6 years following the cessation of employment (section 47).  But it goes further than this to specify what records the employer is required to keep.  Failure to produce records when requested by an employee may be costly, as the Employment Tribunal may then accept the employee’s claim as proved unless the employer can prove otherwise (section 50).  This will be difficult in the absence of adequate recordkeeping.



The creation, retention and disposal of personal records of employees needs to be carefully managed as they are “personal information” under the Privacy Act and the employee has the right of access to them.  Scattered or mixed records pose real risks in this area.  For example, liability could arise through injudicious marginal notes on an “unofficial” personal file held by the employee’s manager.  If personal and PAYE records are held on the same employee file, issues may arise as to the proper retention period.  The Privacy Act requires that personal information be held no longer than necessary (section 6 Principle 9), therefore should the file be disposed of 6 years after the employee leaves, or is it OK to retain it for the 7 year period under the Tax Administration Act 1994?�

�

Under the Health and Safety in Employment Act 1992, the employer is required to maintain a safe workplace and Labour Department inspectors are empowered to monitor compliance with the Act (section 30).  Inspectors may enter any workplace and require the employer to produce documents or information (section 31).  The employer has a statutory duty to cooperate with  and assist the inspector (sections 47 & 48).  There are specific recordkeeping requirements under this Act, such as the maintenance of an accidents register (section 25) and information regarding all identified hazards associated with the work an employee is doing (section 12).



�Yet another area where inadequate recordkeeping can pose a risk relates to the very broad range of anti-discrimination measures contained in the Human Rights Act 1993.  The Complaints Review Tribunal has very broad powers to receive as evidence any statement, document, information or matter that it considers will assist it, whether or not this evidence would be admissible in a Court of law (section 106).  The Tribunal may summons witnesses and require them to bring and produce papers, documents and records (section 109).  Failure to produce this information when required is an offence (section 113).  It is an offence generally to fail to comply with the Human Rights Commission’s requirements, to make false statements or mislead the Commission (section 143).



Compliance Programmes



�One way of raising awareness among records creators of the close connection between recordkeeping and risk management is to institute a compliance programme.  This may be as simple as matching existing records management procedures to legislative provisions or it could take the form of a more ambitious project such as a compliance manual.  Whatever method is chosen, making the connection between records and risk management can be an effective “sales pitch” for good recordkeeping. 



�



� It probably is OK, if it can be shown that it is normal business practice to hold both sets of information on the same file.
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Your Chapter Committee



PRESIDENT

Trish O’Kane, SWIM Ltd,

trish@swim.co.nz

VICE PRESIDENT

Helen Hancox, Flying Filing Squad

Helen.hancox@xtra.co.nz

TREASURER

Christine Edney, Companies Office

edneyc@companies.govt.nz

SECRETARY

Kerri Siatiras, Ernst & Young

kerri.siatiras@nz.eyi.com

PROGRAMME SECRETARY

Michael Steemson


mike.
steemson@extra.co.nz

MEMBERS

Kevin Bourke

Kevin.bourke@usa.net

Jackie Jean

jjean@linz.govt.nz

EDITORIAL TEAM

Linda Campbell

Health Funding Authority

linda.campbell@hfa.govt.nz
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Kerri Siatiras

kerri.siatiras@nz.eyi.com





ARMA Wellington Chapter home page



http://home.clear
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The Listserv Saga Continues…..

In the last issue of Recall we asked if anyone was interested in establishing a New Zealand based records management listserv. There were a number of positive responses and NZ Records has been established. If you haven’t already joined - do so! It’s a forum to communicate with your colleagues about matters of interest and also act
s
 as a bulletin board for announcements, meetings and job vacancies. Subjects discussed have been wide-ranging - from the Shortland Street filing system to security measures in archives! We haven’t had a flame war - yet…..



To subscribe address a message to: majordomo@listserv1.topnz.ac.nz

and in the body of the message type: subscribe nzrecords



If you’d like further information or have problems subscribing, please contact Gillian Oliver at: OliGil@topnz.ac.nz



Inter-PARES Funding Announced

NARA is funding the InterPARES project to the tune of $424,796.  The purpose of InterPARES (International Research on Permanent Authentic Records in Electronic Systems) is to investigate and develop theories, methodologies, and prototype systems required for the permanent preservation of authentic electronic records.  It will also develop model policies, strategies and standards to ensure preservation of the authenticity of those records.



InterPARES is based at the University of British Columbia and is truly international – with researchers from Canada, the United States, Europe, Australia, Japan and China.  The principal investigator, Philip Eppard, states that the project is distinctive because it brings together archivists, records managers, preservation experts and computer scientists.  “…if our project is successful, people who need to access information from records created electronically in the 1990s will have a guarantee that those important electronic records have survived and are authentic.”  For more information check the project website at:

 http://www.is.gsies.ucla.edu/us-interpares



Recall as an electronic publication - what do you think?

 For the next few months Recall will be  published  monthly to coincide with our lunchtime Programme  announcements. As a monthly  publication Recall will be  able to bring you  articles and news items on topical issues more regularly.



 Recall will be published in MS Word 6.0 -  please read  or print it from Page Layout  view for best results.



 If you have any feedback or would prefer to still receive a paper copy please contact  Gillian Oliver.



Jackie is willing to make this the first in a series of articles but would like to know which legislation to cover - please send Jackie your ideas and feedback.









