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1
Introduction

1.1
Background

A business classification scheme for local government was developed in 2000 as part of the project to develop a new General Disposal and Retention Authority for local government.  The business classification scheme was designed to describe and arrange in groups all of the business activities performed by councils, including specific council business and general administrative activities, and was developed after wide consultation with a number of representative councils.

In conformity with the methodology described in the Australian Standard AS 4390 – 1996, Records Management, Part 3 Strategies, and Part 5 Appraisal and disposal, the business classification scheme was used as the basis of the new General Retention and Disposal Authority – Local Government Records (No. 10).  Additionally, as the business classification scheme conforms to the methodology outlined in the Australian Standard AS 4390 – 1996, Records Management, Part 4 Control, it was possible to develop a new thesaurus for councils using the classification scheme and terminology employed by the new General Retention and Disposal Authority – Local Government Records.

The outcome of this work is a new thesaurus for local government, Keyword for Councils. This new thesaurus is designed for use in classifying, titling and indexing all council records in all technological environments.  It covers terminology common to business functions and activities undertaken by councils, and records created or received by a council in the course of its business.  Keyword for Councils should provide comprehensive vocabulary coverage of a council’s records.  There is no need to customise or develop additional terminology.  As the thesaurus uses terminology drawn from the General Retention and Disposal Authority – Local Government Records, councils will be able to easily classify and title records and locate the appropriate disposal action in the General Retention and Disposal Authority to sentence records at the point of creation.

Keyword for Councils is a logical progression in thesaurus products developed by the State Records Authority of New South Wales (known as State Records) over the last 25 years. 

The first of these products was a subject-based thesaurus, the Thesaurus of General Administrative Terms, or GADM as it has been better known, which was released in 1978.  The GADM Thesaurus became Australia’s most popular and successful government records management thesaurus, and in 1995 was being used by more than 140 public sector organisations at all three levels of government around Australia. 

The GADM Thesaurus was regularly revised and then replaced by Keyword AAA in 1995.  Keyword AAA is the product of the 1994/1995 revision GADM revision, however the different name reflects the fact that this revision involved a fundamental rethinking and resulted in a new product, rather than just a new version of the old product.  Keyword AAA has become the de-facto standard in records management thesaurus around Australia and is now the preferred government records management thesaurus in Australia.  For a complete list of Keyword AAA users, please see www.records.nsw.gov.au
While Keyword for Councils continues in the tradition of these general administrative thesauri, it also takes a new step in thesauri produced by State Records.  Unlike, the LOGOV Local Government Thesaurus which was the result of a partnership between the Archives Authority of NSW and Glenorchy City Council during 1989 – 1996, Keyword for Councils has been produced solely by State Records.  Keyword for Councils takes general administrative functions identified in Keyword AAA and functions unique to local government (identified through the Business Classification Scheme for the General Retention and Disposal Authority – Local Government Records), and marries them together to form a thesaurus which provides comprehensive coverage of a whole sector’s records.  

1.1.1
Keyword for Councils
Keyword for Councils continues the approach taken by Keyword AAA.  Keyword for Councils uses a function-based approach to reflect the business context in which records are created. See Section 1.2 for an explanation of the function-based approach. 

Keyword for Councils features:

· a streamlined look 

· defined scope notes for keywords and activity descriptors

· an imposed hierarchical structure between the first and second levels of descriptors, keywords and the activity descriptors, which encourages users to classify and title in a way that reflects the business functions and activities of their council

· a Classification Guide to supplement the thesaurus

· a Guide which links possible record titles with appropriate entries in the General Retention and Disposal Authority – Local Government Records
· flexibility in the titling rules and in the way the thesaurus can be used

· an approach that conforms, as much as is practicable, to the structure, codings and layout of the relevant International Standard: ISO 2788-1986(E), Documentation - Guidelines for the establishment and development of monolingual thesauri, and 

· an approach that conforms to the Australian Standard AS 4390-1996, Records Management, Part 4, Control, Clause 7.2.

1.2
The function-based approach

To understand Keyword for Councils, we need to look briefly at the theory of functional analysis and its application to thesauri.

The prime purpose of a thesaurus is to provide control and consistency over the vocabulary used for titling and indexing records.  It does so by providing an alphabetical listing of approved terms that, if desired, may be used for titling and indexing.  Knowing which terms to search on means that searches will be more efficient and retrieval of the right records is facilitated. 

Until recently most thesauri were subject-based.  Indeed, when classifying many published materials, subject-based approaches have proved to be quite appropriate.  Records managers have also used subject-based thesauri to classify records in traditional paper-based file systems.  The GADM Thesaurus is an example of a subject-based thesaurus designed for paper-based records. 

In recent years Australian recordkeeping professionals have questioned the applicability of traditional approaches to most records management activities, including classification, particularly with the challenges arising from working in the electronic environment.  They have been influenced by their North American counterparts who have espoused the use of functional analysis specifically for the management of electronic records.  Functional analysis is the process of analysing functions (or broad areas of business activity) and assessing the need to keep evidence of these functions. 

In Australia, the functional approach is embodied in the Australian Standard AS 4390 - 1996, Records Management, where it is applied to all aspects of records management.  According to the standard, records are defined as:

recorded information, in any form, including data in computer systems, created or received and maintained by an organisation or person in the transaction of business or the conduct of affairs and kept as evidence of such activity. (Part 1, General, Clause 4.21)

The standard recognises that records are defined by their relationship to the activities that they document. This gives them meaning and context.

The standard defines classification as:

...the process of devising and applying schemes based on the business activities which generate records, whereby they are categorised in systematic and consistent ways to facilitate their capture, retrieval, maintenance and disposal. Classification includes determining document or file naming conventions, user permissions and security restrictions on records.(Part 1, General, Clause 4.8)

It is clear that the standard regards classification as a valuable records management tool that can be used for a variety of different activities.  By applying classification schemes based on business functions, records can be indexed and titled, we can determine how they should be kept, how they should be stored and who should have access to them.

Thus classification assists a comprehensive and long-term approach to the management of records.  Section 1.3 explains the benefits of this approach further.

1.2.1
The business classification scheme

Keyword for Councils is based on the business classification scheme advocated in the Australian Standard AS 4390 - 1996, Part 4: Control. 

As the standard states, business classification schemes are derived from an analysis of an organisation’s business processes.  The analysis focuses on:

· the goals and strategies of the organisation

· the broad functions and activities of the organisation which support the pursuit of the goals and strategies 

· the activities of the organisation which constitute the accomplishment of the functions, and

· the groups of recurring transactions which constitute each activity. (Part 4, Control, Clause 7.2)

Business classification schemes are not based on organisational structure as:

· functions and activities are more stable than administrative structure which are often amalgamated, devolved, decentralised or restructured regularly, and

· functions and activities can be distributed among structural components of the organisation.  For example, a council may have a Finance Unit but other business units will also be required to carry out some financial activities so tying the classification scheme down to the structure of the Finance Unit does not accommodate the way that business really works.  Functions and activities often cut across the structure of an organisation. (Australian Standard AS 4390 - 1996, Records Management, Part 4, Control, Clause 7.2)

The Standard recommends that a business classification scheme be hierarchical, with the top level representing broad business functions, the second level representing the activities constituting those functions and the third and subsequent levels representing the groups of recurring transactions that take place within these activities.  The diagram below represents the business classification scheme.
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Note that the scheme moves from the broad to the very specific.

1.2.2
The Keyword Classification System

See Section 2.1.1 for an explanation of classification.

With the Keyword Classification System, descriptors are assigned to each of the levels in the hierarchy described in Section 1.2.1.  This is illustrated in the diagram below.
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According to our classification model: 

· keywords represent broad business functions of a council

· activity descriptors describe the more specific activities taking place within those functions, and 

· subject descriptors are added as a means of describing the more specific subjects or topics relating to the matter to be documented within an activity.

The keywords and descriptors are the authorised terms provided by the thesaurus. 

· These authorised terms can be supplemented by some free text, that is, words not derived from the thesaurus, such as the name of an organisation, an individual or a project.

Thus a file title is constructed by allocating a keyword, followed by an activity descriptor, followed by a subject descriptor and/or some free text. 

Note: Within Keyword for Councils, the keyword always takes first place in a title, followed by an activity descriptor.  These two levels are compulsory but there is more flexibility at subsequent levels.  See Sections 3.2.1-3.2.4 for more information.  This order is imposed to ensure that the business activity being documented is shown, in context, through the file title. For example:

GOVERNANCE - BOUNDARIES - Wards*

*In Keyword for Councils keywords and activity descriptors are presented in upper case, subject descriptors in mixed lower case and free text in italics in order to distinguish the hierarchy. Some of these conventions cannot be shown in records management software.
In the example, GOVERNANCE is the keyword in Keyword for Councils to describe the function of managing the election of council representatives and the boundaries of the Council districts and wards.  BOUNDARIES is the activity descriptor representing this activity taking place. Wards is the subject descriptor, showing the subject/topic being documented on the file. You can see from the file title itself that wards are one concern when carrying out the boundaries activity and that boundaries is an activity that must take place when managing governance of the council area.

The keyword and descriptors can be used as index terms to index the file, along with free text words you add.  Records management software products are designed to index automatically on terms allocated to a title drawn from a thesaurus.  See Section 2.1.2 for more information about indexing.

1.2.3
A sequence of business activities

When classifying using the Keyword Classification System you may need to create more files than you have previously, although some users have reported a reduction in files created as subject-based files often comprise a number of parts (this is dependent on individual organisational needs and circumstances). 

For example, what may have been one subject file called Records Management System may, under keyword classification become:

INFORMATION TECHNOLOGY - EVALUATION - Records Management System

This file will document the activities concerned with the assessment of various records management systems in order to reach a decision regarding which one to purchase.

INFORMATION TECHNOLOGY - ACQUISITION - Records Management System

This file will be concerned with the acquisition of the records management system chosen.

INFORMATION TECHNOLOGY - IMPLEMENTATION - Records Management System

This file will document the installation of the system in the organisation.

INFORMATION TECHNOLOGY - MAINTENANCE - Records Management System

This file will document the maintenance of the system required.

INFORMATION TECHNOLOGY - MONITORING - Records Management System

This file will document monitoring activities undertaken to assess the performance of the system and whether it has met expectations.

These files are, of course, related and their relationship should be indicated.  For example, you would note the file numbers of related files on the file cover or in the records management software.

If the files are expected to be small, as a result of breaking them up into activities, you might like to consider broadening the file.  For example, you might use only the first two levels, and document other technological equipment on the same file. 

The documentation of separate activities as shown above will assist in the long term management, storage and disposal of records, saving your council time and money.  See Section 1.3.

1.3
The practical value of Keyword for Councils 

So in practice, what are the advantages of Keyword for Councils, a function-based thesaurus? 
Firstly, and most importantly, as Keyword for Councils is a product of a business classification scheme, it can be used for a number of important records management functions.  The analysis and classification can assist you to determine:

· how long a record should be kept 

· how it should be handled and stored, and

· who should have access to it.

For example, using activity descriptors such as POLICY, COMPLIANCE and SECURITY, immediately identify a record as having particular qualities which would require specific handling. 

The use of the activity descriptor POLICY would immediately tell you that the file was probably significant to council.  Even before checking the General Retention and Disposal Authority – Local Government, this activity descriptor should alert you to the fact that the file is likely to require long term retention.  Therefore, if creating a paper-based POLICY file you might consider using permanent paper to ensure it survives for the period it is required.  If it is an electronic record, you might need to earmark it for migration to new platforms when you upgrade your software and hardware to ensure it can still be read in the future.

In New South Wales, no public record can be destroyed without the permission of State Records.  State Records has developed the General Retention and Disposal Authority – Local Government to enable the application of standard disposal actions to council records. 

Keyword for Councils is based on a similar classification scheme as the General Retention and Disposal Authority – Local Government.  Some examples from the General Retention and Disposal Authority – Local Government are shown on the following pages.  Like Keyword for Councils, the General Retention and Disposal Authority has a hierarchical structure consisting of three levels.  These are:

1. Function:  Functions are the top level terms used in the General Retention and Disposal Authority and these are also keywords in Keyword for Councils.

2. Activity:  Each function is divided into activities.  Activities listed in the General Retention and Disposal Authority are also activity descriptors in Keyword for Councils.

3. Disposal class:  Disposal classes are listed under each activity.  Disposal classes are ‘classes of records performing or recording similar activities and therefore having the same retention period and disposal action.’ (AS 4390, Part 1, General, Clause 4.11).
Functions and activities describe business activity but disposal classes describe categories of records.  It is also only at the disposal class level that specific values, in the form of retention periods and disposal decisions, are attached to particular categories of records. 

The value of using similar classification schemes in the thesaurus and the General Retention and Disposal Authority becomes clear when sentencing files.  In many cases, where there is only one disposal class attached to a particular function and activity in the General Retention and Disposal Authority, files should be able to be sentenced at creation, since there is only one possible disposal action that could be applied.  The extract from the General Retention and Disposal Authority – Local Government Records showing INFORMATION MANAGEMENT - PRINTING (see below) is an example of this type of entry.  All files having this title should be retained for one year after action on the file is completed, and then destroyed.

	Ref No
	Function/Activity/Description
	Disposal Action
	Examples of Records

	
	INFORMATION MANAGEMENT
	
	

	16.5.0
	Printing
	
	

	16.5.1
	Records relating to printing of council publications and other information, including distribution
	Retain for 2 years, then destroy
	· Requests for printing

· Distribution lists


However, sometimes files with similar titles may require different disposal actions. CORPORATE MANAGEMENT - POLICY (shown below) is an example of this type of entry.  Sentencing in these circumstances will require more analysis and it may not be possible to sentence at creation, since there is more than one disposal class under this function and activity. 

	Ref No
	Function/Activity/Description
	Disposal Action
	Examples of Records

	
	CORPORATE MANAGEMENT
	
	

	4.12.0
	Policy (including precedent matters)
	
	

	4.12.1
	Records of decisions, determinations and precedents that establish council strategic and corporate management policies, major business and high level operational policies, including register of policies recording establishment and replacement of policies


	Required as State archives.  Retain for 10 years 
	· Register of delegated authority decisions

· Register of policies

	4.12.2
	Records of the development of administrative and operational policy, including decisions and determinations
	Retain for 10 years after superseded, then destroy
	· Administrative policies

	4.12.3
	Records of working papers documenting the development of all policies, including drafts
	Retain for 2 years, then destroy
	


This is particularly true if the disposal class is determined by a factor that cannot be shown through the file title.  For example, it may be impossible to determine at the point of creation which disposal class applies to a file relating to LITIGATION (shown below).  The factors determining which disposal class the file falls under may not become clear until the litigation has been finalised. 
	Ref No
	Function/Activity/Description
	Disposal Action
	Examples of Records

	
	LEGAL SERVICES
	
	

	20.3.0
	Litigation
	
	

	20.3.1
	Records dealing with issues, claims or cases:

· Of significant public interest or controversy

· Which are precedent-setting in nature

· Resulting in significant changes to council's policy


	Required as State archives.  Retain for 15 years


	· Case files

· Applications

· Certificates

· Permits 

· Licences

· Infringement notices

· Correspondence

	20.3.2
	Records relating to other litigation, including prosecutions
	Retain for 7 years or for period required by statute of limitations whichever is longer, then destroy
	· Case files

· Applications

· Certificates

· Permits 

· Licences

· Infringement notices

· Correspondence

	20.3.3
	Subpoenas and discovery orders
	Retain for 2 years, then destroy
	· Subpoenas

· Discovery orders

· Correspondence


It is possible, even with carefully controlled use of Keyword for Councils, that occasionally a file may end up containing documents falling into more than one disposal class.  Files should never be divided up into sections according to different disposal actions, nor should they be ‘stripped’ of some documents.  The whole file should be disposed of at the same time.  In order to determine the disposal action for such files, the following should always be followed: 

· a longer retention period always overrides a shorter retention period

· a requirement to retain a record as an archive always overrides an authorisation for destruction.

Obviously, the use of similar classification schemes in thesauri and General Retention and Disposal Authorities can also be extremely useful and will result in efficiencies in the management and disposal of records. 

1.3.1
The practical value of Keyword for Councils for electronic documents and records

Another advantage of Keyword for Councils is that it can be applied to electronic documents and records as well as paper-based files.  One way this can be achieved is by constructing directory structures with Keyword for Councils titles.  The following is an example of the way Keyword AAA is used in directory structures at State Records NSW:
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In the diagram, the workgroup is Corporate Services.  Within that group you can open one of a series of folders which are titled by keywords from Keyword AAA.  For example PERSONNEL is a keyword likely to be used by Corporate Services staff as they carry out personnel functions.  Once open, the PERSONNEL folder contains another series of folders titled by activity descriptors, such as RECRUITMENT, which represent the activity level.  Open one of these folders, and you are brought to the level of individual documents such as spreadsheets and word processing documents, described either by subject descriptors from Keyword AAA or by free text. 

What this means, is that staff who share documents do not have to search through a variety of idiosyncratically titled electronic documents to find the one that they or their colleagues have been working on.  Rather, they can follow the logical path to the document using the thesaurus.  Directory structures incorporating Keyword for Councils terminology can be used to manage work processing files, e-mails, spreadsheets, graphics and images.

Documents that are also records, and are managed by document management software, can also be assigned keyword titles and linked to the relevant electronic or paper files.

The advantages of using Keyword for Councils for the classification of electronic documents as well as paper filing systems can be summarised as follows:

· the documents are tied to the goals and objectives of council

· the efficiency and rapidity of retrieval is improved

· good recordkeeping is supported by showing the difference between electronic records and other information resources

· electronic documents that function as records can be linked to the records management system by using the same classification scheme and/or linking through the file number

· consistent practices and procedures are promoted, which facilitates the use of the corporate information resources and systems by staff

· keywords (that is, broad functions) and activities can be used to appraise broad series of documents

· icons can be designed to link users to applications built around specific functions that are of use to them

· the classification scheme can be used as a basis for metadata (data about data).  For example, scope notes give you more information about the record being classified.  The thesaurus itself provides a form of system documentation by describing how records are classified in the recordkeeping system and documents can be linked to these.

2
How to Use Keyword for Councils
2.1
The classification system

2.1.1
Classification

Classification involves developing thesauri and similar tools and applying them in the titling and indexing of records.  By developing controlled language systems, consistent language in titling and indexing is ensured.

Classification allows like or similar aspects of a function to be drawn together in a systematic and consistent way to enable the effective and accurate identification and retrieval of records from recordkeeping systems.  For example:

COUNCIL PROPERTIES – ACQUISITION AND DISPOSAL –  No. 40, Main Street
In the above example, all documentation concerning the activity of acquiring a property are systematically placed on the one file, or all the electronic documents related to this one activity can be kept together in one folder.

A sequence of business activity may be followed using a group of records that have been classified together. 

COUNCIL PROPERTIES  - ACQUISITION AND DISPOSAL – No. 40, Main Street

COUNCIL PROPERTIES – PLANNING – Accommodation Plans
COUNCIL PROPERTIES – DESIGN AND CONSTRUCTION – Council Offices
COUNCIL PROPERTIES – MAINTENANCE - Council Offices

COUNCIL PROPERTIES – VALUATION – Council Offices
See Section 1.2.3 for more information on the sequence of business activities.  See Section 1.3 for the benefits of segregating files according to different activities.

Classification schemes are normally hierarchical in nature, with a tree-like structure moving from the broadest to narrowest aspect.  For example:

INFORMATION MANAGEMENT – RECORDS MANAGEMENT – Disposal of Records

(broadest term)


(narrower term)


(even narrower term)

With keyword classification, files are classified into broad functionally-based areas (represented by keywords) and further defined by activity descriptors and subject descriptors arranged in the hierarchical order. 

2.1.2
Indexing

Indexing involves attaching one or more searchable terms (or labels) to each record item, such as a file, or a paper or electronic document.  Each label is called an indexing term.  Successful indexing depends on the use of indexing terms drawn from the controlled vocabulary developed in the classification process.

Classification and indexing are related but distinct processes, used together, to establish intellectual control over records.  Terms from the classification scheme are often assigned as indexing terms.  Retrieval is simplified and made more accurate by limiting the range of permissible indexing terms through the use of controlled vocabulary (for example, a thesaurus).  All files on one function or activity can also be grouped together in the index. 
An index is a retrieval device.  It is a separate tool to a thesaurus and is not an index to the thesaurus.  You cannot classify a document with an index.

The most common type of index is a list of file titles arranged alphabetically linked to file numbers.  It can be kept in different formats, for example, on cards or on records management software. 

2.1.3
Titling

Records document transactions.  In file-based systems, either paper or electronic, a file should bring together the documentation of a sequence of transactions making up an activity, process or project.

The title given to a record, whether at the document or file level, should embody the limits of the transactions or action, embody its hierarchical classification, and place it in its functional context within the organisation.

Thus titles should be representative of the record's context as well as its content. 
2.1.4
When to create new files

In file-based systems, a new file should be created when a document cannot be filed appropriately on existing files because:

· it initiates a new function, activity or sequence of transactions

· a new aspect or phase of the function or project has emerged

· the previous file has been closed because it is too old to remain open (in many file-based systems, a file is automatically closed when it is five years old and a new volume is created)

· a new volume of the existing file is needed for convenient physical handling, or

· the existing file's action and papers have been reviewed and a new title is considered appropriate.

2.1.5
How to classify and index records using the thesaurus

Classification requires an understanding of the context and content of the record and a knowledge of existing records in the system.

The process includes the following steps.  For more detailed guidance on each of the levels of descriptors see Section 3.2.1 - 3.2.4.  Appendix 6 is a flow chart of these steps and can be removed and used by classifiers.

a. Steps in classifying for paper-based filing systems

1. Read the document, record or correspondence to be classified.

2. Identify the broad business function (broad area of business activity) that it documents.  The broad business functions of council are described by the keywords so study these to find the best keyword.  Reading the scope notes (definitions) for the keywords will help you choose.

3. A list of the keywords in Keyword for Councils can be found at Appendix 2 along with scope notes defining their meaning. 

4. Once you have chosen a keyword, go to that entry in the thesaurus.  It will show a list of narrower terms (activity descriptors).  You need to choose one of the activity descriptors listed there that best describes the activity to be documented on the file.  Make sure you read the scope notes for the alternatives very carefully. 

If you have difficulty choosing, ask yourself ‘what is the primary activity to be documented on the file?’, and choose that activity descriptor for the title. 

Tip: It may be that you need to create more than one file under keyword classification.  For example, what would have been a subject file for a park is now 5 files as each activity is separately documented:

PARKS AND RESERVES - PLANNING – Management Plans
PARKS AND RESERVES - ACQUISITION – Location of land
PARKS AND RESERVES - NAMING – Location of land and park name
PARKS AND RESERVES – DESIGN AND CONSTRUCTION – Park  name
PARKS AND RESERVES - MAINTENANCE – Park name
Segregating activities will mean that the files can be managed more appropriately for storage, access, and disposal.

Now you have the first two levels of your hierarchy: the keyword followed by the activity descriptor.  These two levels are essential.

5. The third level of the file title is more flexible. 

You do not need to classify down to the third level if the first two are adequate for retrieval. 

If you want to classify further, add the most appropriate subject descriptor to describe the subject or type of transaction documented by the record.  Occasionally more than one subject descriptor will be required. 

If you cannot find an appropriate subject descriptor you can insert your own free text.  You can also add free text in addition to a subject descriptor if you need further specification.  Remember to use free text terms like names of organisations and individuals as these are likely access points for retrieval.  You may need to establish conventions for names.  For example:

Do you use:

John Smith

Smith John

Smith J. or

J Smith?

The important points to remember are:

· think carefully about what exactly is to be documented on the file

· think carefully about your council’s needs

· only classify as much as you need to retrieve, and 

· use terms that are likely access points for retrieval.

For example:

PERSONNEL - RECRUITMENT  (keyword and activity descriptor)

This is a very broad title and allows you to put anything about recruitment on it.  However, it may be too broad if recruitment is a common practice in your council.

PERSONNEL - RECRUITMENT – Job Applications (keyword, activity descriptor, subject descriptor)

This file title will allow you to place only applications for recruitment for all positions in council on the file. Would this be a useful distinction for your council or not?

PERSONNEL - RECRUITMENT – Job Applications - Records Manager (keyword, activity descriptor, subject descriptor, free text)

This file title is more specific again, allowing only applications for the position of Records Manager to be placed on the file. Would this be a useful distinction for your council or not?

PERSONNEL - RECRUITMENT - Records Manager (keyword, activity descriptor, free text)

This file title is less specific than the previous example, as you can document everything to do with the recruitment of a records manager, not just applications.  Would this be a useful distinction for your council? People would probably be likely to search on the position to try and retrieve the file.

6. Arrange all the elements in hierarchical order: a keyword, followed by an activity descriptor, followed by a subject descriptor and/or free text.  This is your title.

7. Search your file index to check for an existing file featuring the same or a similar title to what you have devised.  If a file exists, attach the correspondence to that file.  If no appropriate file exists, create a new file.  Index on the terms and free text used in the title (if you have a records management software package this will happen automatically).

b. Using Keyword for Councils for organising electronic directories

Please note: This is merely a suggested means of classifying electronic documents within directory structures.  Different councils have different procedures in place regarding the classification of electronic documents so check first before applying these steps.

In this case, we are using terms from Keyword for Councils to name directories and folders.  These instructions will apply once the directory paths have been established.
1. Follow the steps 1-4 described above to identify your file title.

2. To save your electronic document, open the directory containing the workgroups and click on the appropriate workgroup.

3. You will be presented with a list of keywords.  Click on the folder for the appropriate keyword.

4. You will be presented with a list of activity descriptors.  Click on the folder for the most appropriate activity descriptor.

5. You will now be at the subject descriptor level.  What you do at this level is determined by how much you wish to classify your document.

i. Subject descriptor and free text

If you wish to use a subject descriptor and free text, check to see if there is a subject descriptor folder already which is appropriate for your title. 

If so, click on it.  At the next level (the free text level) check to see if there is a saved document already in existence using the free text title that you have identified.  If there is, you may need to call your document something different to distinguish it (see advice below).  If not, name your document using the free text title and save it.

If there is no subject descriptor folder that is suitable, you will need to create one, open it, and name your document using free text.

ii. Subject descriptor only

If you wish to wish to use just a subject descriptor, check to see if there is a saved document already in existence using the subject descriptor you have identified. 

If so, you may need to call your document something different to distinguish it (see advice below). 

If not, name your document using the subject descriptor and save it.

iii. Free text only

If you wish to use just free text at the third level, check to see if there is a saved document already in existence using the free text title you have identified. 

If so, you may need to call your document something different to distinguish it (see advice below). 

If not, name your document using the free text title and save it.

Document naming

It is recommended that title structures follow a standardised format and order.  This will depend on the software you have and the procedures of your council.
If you are working in a Windows environment where you are not limited to 8 characters, we suggest that you use conventions such as document type, subject; and unique identifier. 
· The document type specifies whether it is a memo, facsimile or e-mail etc. 

· the subject reflects what the document is about, and 

· the unique identifier reflects information that allows you to uniquely identify that document (for example, what version it is, or some other distinguishing feature). 

For example a document may be titled:

Memo re 

State records legislation 

001

(document type) 

(subject) 

(unique identifier)

The identifier distinguishes different memos relating to the same subject.

If you would like more information on titling documents and directories in any software environment, please see www.records.nsw.gov.au/publicsector/erk/desktop/desktoptoc.htm for State Records' publication Desktop Management: Guidelines for managing electronic documents and directories. 

3
Components of Keyword for Councils

3.1
The Classification Guide
The Classification Guide is provided as a short cut for users who are familiar with the thesaurus terms and their meanings.  The guide can be used quickly to select a keyword and its narrower terms.  It is hierarchical, reflecting the classification scheme on which the thesaurus is based.
3.1.1
Format of the Classification Guide

The Classification Guide has a three column format:

Column 1: keyword

Column 2: activity descriptors associated with that keyword

Column 3: subject descriptors associated with the activity descriptor.

Please do not use the Classification Guide unless you are thoroughly familiar with the scopes of terms in the thesaurus.

3.2
Components of the thesaurus

3.2.1
Keywords

Keywords (KW) are identified in printed versions of Keyword for Councils in large UPPER CASE with the word keyword at the end of the term line.  Scope note and narrower terms are listed below each entry.  Keywords must always be the first element in a file title.

Keywords are linked to activity descriptors and, in the software they appear as broader terms to activity descriptors.  You can only use those activity descriptors that are listed under the keyword in the thesaurus and Classification Guide.
3.2.2 
Activity descriptors

Activity descriptors are identified in printed versions of Keyword for Councils by UPPER CASE with the word activity descriptor at the end of the term line.  They appear as narrower terms of keywords and broader terms of subject descriptors in the software.  The activity descriptor reflects the activities performed within the function that is represented by the keyword.

A keyword is followed by one activity descriptor (AD).  You can only use those activity descriptors that are listed under the keyword in the thesaurus and Classification Guide. 

When registering file names on records management software, often only one activity descriptor may be entered.  Even if this can be overcome, we recommend that the amount of activity descriptors on a file should be limited as some activities will have differing retention periods.  If you are having difficulty in choosing between two activity descriptors, the general rule is to consider ‘What activity are we primarily documenting?’  The primary activity should be chosen as your descriptor.  For example:

If you are documenting a meeting regarding the provision of services for transport infrastructure, appropriate descriptors might be: MEETINGS or SERVICE PROVISION.

However, the primary activity to be documented on the file is SERVICE PROVISION so it would be used in the file title.

3.2.3
Subject descriptors

Subject descriptors are identified in printed versions of Keyword for Councils by Mixed Lower Case with the words subject descriptor at the end of the term line.  Subject descriptors are narrower terms of activity descriptors and further define the subject content of the activities.

Terms that describe the subject of the activity descriptor are listed in the Classification Guide.  They are also included in the alphabetical listing in the body of the thesaurus. 

The subject descriptors listed are the ones most likely to be associated with activity descriptors they are linked to.  However, subject descriptors can be free floating, that is, they can be used with any activity descriptor deemed appropriate, not just those they are linked to.  In addition, more than one subject descriptor can be added to a file title if desired.

The subject descriptors listed are not comprehensive and are offered as a guide only.  Adding all subjects that could be contemplated in local government, and all their non preferred terms, would make the thesaurus too large to be useable.  We also made a deliberate decision to exclude types of items, processes, leave, employment etc because the lists would be endless.

If subject descriptors are insufficient, your council might consider including additional subject descriptors, or free text may be used additionally or alternatively as is appropriate.  For example:

We have not included types of equipment and stores.  However, your council may wish to add Photocopiers to a title as free text. Eg. PLANT, EQUIPMENT & STORES - ACQUISITION - Photocopiers.

See Section 3.2.4 for more information regarding free text.  See Section 4.1.2 for more information regarding customising the thesaurus for your council’s needs.

Subject descriptors: inverting terms

It is not absolutely necessary to invert the descriptors  Therefore a file on misappropriated cheques could be either a free text title or an inverted title depending on your conventions.  For example: 

FINANCIAL MANAGEMENT - ACCOUNTING - Misappropriated Cheques
(keyword)


(activity descriptor)

(free text)

or

FINANCIAL MANAGEMENT - ACCOUNTING - Cheques - Misappropriated
                                                                                                        (type of cheque)
(keyword)
(activity descriptor)
(subject descriptor)
(free text)

Decisions on whether to invert or not is entirely up to the classifier.  However whatever choice is made, it should be made consistently.

3.2.4
Free text

Free text terms are not listed in the thesaurus. 

Free text cannot be used to replace either keywords or activity descriptors.  However, it can be used instead of or in addition to subject descriptors.

Generally, free text includes names, words, actions or dates.  For example: 

COUNCIL PROPERTIES - MAINTENANCE – Council Offices – High Street

INFORMATION MANAGEMENT - PUBLICATIONS – Annual Report – 2000 - 2001

The types of names which may be used for this purpose are principally names of organisations, individuals, projects, programs, and courses.

The following are basic rules to follow when using names.

Names of organisations

Use the normal business name of the organisation in full.  This can usually be identified from such sources as the organisation's letterhead, invoices or purchase orders.  This is important for retrieval, especially in computerised systems, where a user should be able to search successfully on any word in the organisation's name.

Use common or well known acronyms (such as IROC) or abbreviations (such as Austel) only as an adjunct to the organisation's full name.  This will provide a useful alternative means of retrieval.  Never use an acronym or abbreviation instead of the full business name (except in the case of permitted acronyms and abbreviations).  See Section 3.2.11.

It is preferable to use the business name with the words in their natural order (thus, Department of Silly Walks, rather than Silly Walks, Department of).  This is possible in computerised systems which support free text searching.  In manual or less flexible systems, it may be necessary to adopt rules which place the operative words in a name (Silly in this example) at the start, to ensure that it is useful in an index or report based on titles. 

Names of individuals

Use the individual's first name (or initial if the first name is unavailable) and surname as used by the individual himself or herself.  Use other given names or their initials only when necessary to distinguish individuals with the same first name and surname.  Use the individual's title or rank, (such as Dr, Rev[erend], Capt[ain]) only if it is relevant to your business purpose.

Again it is preferable to be able to use the individual's name with the words in their natural order (thus Dr Hugo Thudbucket, rather than Thudbucket, Hugo, Dr). Again, in manual or less flexible systems, it may be necessary to adopt rules which place the surname at the start.

Other uses of free text

When using free text remember that it should ideally be short and concise.  It is often these elements that people will recall when they wish to search for a file so choose terms that will aid retrieval. 

Administrators should consider whether their councils require additional terms to be added to Keyword for Councils at the subject descriptor level to prevent staff assigning inadequate free text terms that may adversely affect retrieval.  See Section 4.1.2 for more information.

When assigning free text you should be careful that the title you assign is not too specific (that is, classified too much for your needs). 

Remember: the key to classification is to only classify as much as you need to retrieve.

3.2.5
Scope notes

Scope notes provide unique definitions of terms and directions on how to use them.  They provide a consistent approach and discourage personal interpretations of the same term by different people across council.

3.2.6
Codes

Keyword for Councils conforms, as much as is practicable, to the relevant conventions suggested in ISO 2788 - 1986(E), Documentation - Guidelines for the establishment and development of monolingual thesauri.  However, in this thesaurus we used the full term of the code abbreviations used in the standard to ensure that users who are not familiar with library conventions will understand the codes used.  For example, we use Broader Term rather than BT.

3.2.7
Broader terms (BT)

Broader terms are concepts having wider meanings.  In Keyword for Councils, keywords are broader terms than activity descriptors, and activity descriptors are broader terms than subject descriptors.

3.2.8
Narrower terms (NT)

Narrower terms are concepts having more specific meanings.  Narrower terms break down a broader concept to more specific aspects of that concept.  In Keyword for Councils activity descriptors are narrower terms to keywords and subject descriptors are narrower terms to activity descriptors.

Keywords and activity descriptors have a scope note and narrower terms listed below each entry.

3.2.9
Non-preferred terms

Non-preferred terms are identified in the printed version of Keyword for Councils by italics (except when listed under a term) with the word non-preferred term at the end of the term line.  They are synonyms replaced by authorised or preferred terms.  The USE reference indicates the preferred term.  Non-preferred terms were formerly called forbidden terms.  For example:

Council Reviews






non-preferred term

USE Organisational Reviews

3.2.10
Related terms (RT)

Related terms bear a close relationship in meaning to the other terms.  Related subject descriptors may be used additionally to subject descriptors already selected.  Alternatively, the scope notes of related terms may be read to see if they are a more accurate keyword or descriptor to use.  For example:

High Density Housing







subject descriptor

Related Term



Urban Consolidation

3.2.11
Permitted acronyms

Acronyms are pronounceable names made from a series of initial letters or parts of words.  For example, IROC is the acronym for the Illawarra Regional Organisation of Councils. Abbreviations are shortened or contracted words such as NSW for New South Wales.

In Keyword for Councils acronyms and abbreviations are generally non-preferred terms.  The full term should be used.  This is because acronyms and abbreviations change at a rapid pace.  More importantly their meaning is obscured to all but those ‘in the know.’  They can be alienating for those not aware of their meaning and may ultimately be meaningless in reflecting the content and context of the record in the file title.

In cases where the acronym or abbreviation has become widely recognised, for example LAN or WAN, the acronym may be used.  These are identified in the thesaurus with permitted acronym at the end of the scope note.

Appendix 4 contains a list of permitted acronyms and abbreviations.  

When an acronym is not permitted, it may be added to the end of the full version of the term (in brackets) to facilitate searching.  For example:

Independent Commission Against Corruption (ICAC)

3.2.12
 Parenthetical qualifiers

Parenthetical qualifiers are used to qualify or specify the context of an entry in order to remove ambiguity.  In the case of homographs (example below) only one term is a preferred term, the other(s) are non-preferred terms, distinguished by the USE reference directing the user to a preferred term.  For example:

Addresses (Mailing Lists)

Use CONTACTS

ADDRESSES (Presentations)

The activity of giving addresses for training, professional, community relations or sales purposes.

Here the last example is the preferred meaning for ADDRESSES in this thesaurus.

3.2.13
 SEE reference 

In Keyword for Councils, several terms have the word ‘SEE’ written at the end of the term line.  These terms are to direct users to other terms in the thesaurus or to sources outside the scope of the thesaurus.  For example:

Personal Files








SEE

See the General Retention and Disposal Authority – Local Government Records for directions on the disposal of personal files.

See references within scope notes are there to instruct the user to take a particular path.  For example:

MEETINGS

See COMMUNITY CONSULTATION for public meetings.

3.2.14
 Use reference 

In Keyword for Councils the Use reference is there to direct a user from a non-preferred term to an authorised term (keyword, activity descriptor or subject descriptor).  See example in Section 3.2.12.

3.2.15
 Tips

Tips within scope notes are there to instruct the user regarding use of the term in question in particular circumstances. 

Disability Access

Tip: Place information relating to disabled persons access for individual building applications on the development application file. 

3.3
Linking Keyword for Councils to GDA10

Also included in the Keyword for Councils package is a guide which provides links between Keyword for Councils and the General Retention and Disposal Authority – Local Government Records (GDA10).  Included in the guide are all possible file titles using Keyword for Councils and the appropriate reference number in the General Retention and Disposal Authority – Local Government Records.  The guide or bridging document is not intended to replace the General Retention and Disposal Authority – Local Government (GDA10).  We advise that the General Retention and Disposal Authority should be consulted when sentencing any record to ensure that the correct retention and disposal action are applied.

4
Using And Maintaining Keyword for Councils In Your Council

4.1
Using Keyword for Councils in your council

Keyword for Councils covers terminology common to the business functions and activities of most councils.  It can be used effectively to classify all records in your council.  It is designed to cover business functions and activities commonly used by all organisations (for example personnel and financial management) and business functions and activities which are unique to local government.  Bringing together the general and functional terminology together in one thesaurus provides comprehensive coverage. 

Please also note that keyword titles may not be of benefit for the management of some groups of files, such as case files.  For example, State Records has a series of Reference files, documenting public requests for information from the State archives.  These files contain the client’s letter, copies of research undertaken by staff, copies of quotes and invoices for payment.  These are kept as a separate series of files from the main filing system because they have a different purpose.  These files could be given a keyword title using our functional terminology where all files would be titled REFERENCE SERVICES - RESEARCH SERVICES - Individual’s name.  However, rather than repeating this title again and again for the 700-800 reference files we create annually, we have dispensed with keyword titles for them and simply title the file by the name of the client.  We have documented on file the context of these case files to assist in their disposal.

4.1.1
Deciding how to use Keyword for Councils
Deciding to use structured file titles (titles consisting of a keyword, activity and subject representing the business classification scheme) or unstructured/natural language file titles is a decision which will need to be made by all councils purchasing Keyword for Councils.  Generally, most councils will elect to use Keyword for Councils for classifying, titling and indexing records in the form of structured file titles because of the benefits identified in Appendix 7, section 4.  However it is possible to use Keyword for Councils without creating structured file titles.  It may be preferable in some councils to use natural language titles, that is, titles comprising terminology suggested or used by the records creator.  

If your council chooses to use natural language file titles rather than structured file titles, then Keyword for Councils can be used as a tool to classify and index records.  Records still need to be classified and indexed as discussed in Section 2.1.5, that is, identify the most appropriate keyword and activity descriptor, and use these terms to index the record.  However, the file title is the language suggested by the records creator, and thus has the advantage of reflecting the language of the records creator, rather than the terminology of Keyword for Councils.  By indexing with terms from Keyword for Councils, users are able to retrieve on terms from Keyword for Councils and the terms which were chosen by the records creator.  Such an approach requires consistency in practice, and the ability to index terms hierarchically in order to reflect the business classification scheme.  

There are disadvantages to using natural language titles, particularly in relation to the sentencing of records and applying appropriate disposal actions.  Natural language titles for records will often use quite different to the terminology to that used in the General Retention and Disposal Authorities.  Thus the economy and ease which has been created by linking these two tools through the business classification scheme, will be lost.  

4.2
Implementing Keyword for Councils
Implementing a thesaurus in a council is not a task to be taken lightly.  It requires extensive planning and your best marketing skills.  If you have corporate standards for project management please ensure that these are followed.  If not, it is in your interests to read about project management before embarking on your implementation.
You should consider the following:

· assign responsibilities for the implementation.  You should assign an implementation officer who can identify and respond to user needs, develop written documentation and manage the overall process.  An implementation team may be needed in large councils.

· develop an implementation plan covering the whole process, with a suitable timetable

· develop procedures and policies which covers issues like distribution, the conversion process, training needs, attitudes and practices.  This needs to be endorsed by management.

· set guidelines for documentation of the implementation process

· allocate resources - both time and money

· incorporate other changes to records management practices that can be implemented consecutively such as changing the file covers or implementing a records management software package, and

· devise communication and education strategies for different groups within your council who may require different levels of knowledge and implement these strategies. Ways of educating staff may be to advertise in newsletters, develop procedure manuals, hold briefing sessions, and/or incorporate information into induction programs.

By far, the most important work you need to do is to market the product to your users.  Many people resist change, but if you show the benefits the thesaurus will have and respond effectively to any problems that may occur, you will encourage confidence in the product and increase its chance of acceptance. 

If staff are finding it problematic to adapt to the new system, particularly the use of structured file titles, you might consider creating a list of standard file titles (or provide selected pages from the Classification Guide) that would be commonly used within each area as a way to guide them.

4.3 
Monitoring and quality control

Once Keyword for Councils has been adopted it is important to monitor how well it is being used.  The quality of the recordkeeping system is maintained by regular monitoring of new titles.  Titles should be checked soon after creation or by periodic auditing for:

· the correct use of keywords and narrower terms

· duplicate titles

· spelling or typographical errors, and

· additional index entries.

Where filing has become inaccurate or retrieval of information is difficult, check the accuracy of file contents.  If titles are not adequately reflecting content and context:

1. refile documents on correct file

2. re-title the file, and

3. make additional index entries.

To ensure an objective viewpoint, monitoring should not be undertaken by the same person who is responsible for file classification and creation.

4.4 
Thesaurus maintenance

A thesaurus should be a dynamic document in the sense that it should change and develop to meet organisational needs.  As a practical matter, you should keep a systematic and accurate record of any changes you make to the Keyword for Councils thesaurus, to enable you to incorporate those changes quickly and easily in future releases.

While implementing and using Keyword for Councils, you may wish to make suggestions to State Records about possible changes to Keyword for Councils which will be considered when the product is reviewed.  We welcome your comments and suggestions.  Please complete and forward the Thesaurus Suggestion Form (Appendix 5) to State Records.

4.5
Upgrading

4.5.1
Decision of implementation strategy

Conversion of the system from your old titling and indexing methods to keyword classification and structured file titles is an issue which you will need to consider carefully.  The appropriate strategy for your council will depend on the availability of existing staff and resources, and the cost in terms of time, disruptions to routine, bridging mechanisms and the education of users. 

Possible alternatives for upgrade include:

1
Closure and recommencement of the records system using keyword titles

If you decide to use this method, you would need to:

· close off your current files.  You may decide to close off all files, or to leave the last year open until the end of that year to prevent duplication, and

· create new files using keyword classification.

This method creates less work for staff than trying to reclassify.  If there have been other poor control mechanisms, such as inadequate numbering systems, these can be changed at the same time.  In addition, it is very clear to staff that they need to embrace the new system immediately.

The disadvantages of this method are that a large amount of files will need to be registered straight away, there is a lack of continuity between records systems as the only link between them is one of intellectual control and there may be the creation of duplicate files for the year that the system is closed down.

The following steps would need to be taken for managing your index:

· close off your old index: print out or save to hard disk

· start your new index with new terms

· add terms from the old index which are still applicable to council's active files (this could be 10/20 years worth), and

· use the old index when looking for files that would not be in the active files.

If you choose the above option you must make it absolutely clear to your users that:

· there is an old and a new index, with a clear delineation of time periods as to when the old one was shut down and the new one commenced

· if the terms they are searching for are not in the upgraded version, then they will have to go back to the old index to search on those terms (unless there is a ‘global’ search facility in the software which allows them to check both indexes simultaneously)

· both systems would be used until the new one has eventually phased out the old one, and

· the old index would then be archived (however the decision as to when this might occur can pose problems.  For example, when do the active files on the old index become inactive?).

2
Reindex and retitle old files

This method involves going back to old files, reclassifying them with keyword titles and reindexing them.  The only time you may need to retitle is if your old system is in complete disarray.

We do not recommend this strategy as it is labour intensive and there are difficulties with retitling files that have multiple activities on them (which most subject files do).  The advantage, however, is that there is continuity in the titling of old and new files. 

3
Parallel systems

This method involves creating new files when they are needed using keyword classification but not closing down the system.  You just gradually retire old files.  While this system may be useful, having two systems running consecutively may be confusing for staff.

In parallel systems you keep adding to the old index.  One problems associated with a merged index is that the searcher would only have the new version to help them search and locate files.  This means that old terms that have been eliminated or updated, and that existed in the old version, would not come to the searcher's mind unless they were familiar with the old version.

The solution would be to consult a list of keywords that have changed status or have been replaced.  A merged index would not prove any problem providing file linkages are recorded in note fields (or closed volume sheets) for files that are directly linked.  For example:

file was known as X-Y-Z Part 1

using new terminology it becomes A-B-C- Part 2

Record the details of Part 2 on Part 1's Closed Volume sheet or note field.  Add the details of Part 1 to Part 2's new file sheet or note field, so that the links are established.

4.5.2
Managing ‘part’ or ‘volume’ files

New parts of old files should be re-titled according to Keyword for Councils.

The old volume should be closed off with a closed volume sheet and registered as closed.  Any related file numbers and titles to the new volume should be recorded on this sheet, for example, the new file title or number.  The new volume, correspondingly, would record the first part's linking details, in order for searchers to have access to both old and new system terminology to retrieve the file.

It is important to educate users to read file note fields or description fields on records management software or closed volume sheets on paper-based files, as this is one way of cross indexing without having to do it through the revised thesaurus.

4.5.3
Upgrading to Keyword for Councils
Councils who have yet to implement Keyword AAA

For those councils who have purchased a Keyword AAA licence and are yet to implement Keyword AAA, upgrading to Keyword for Councils will be straightforward.  When you wish to implement Keyword AAA, simply use Keyword for Councils instead.

Councils who have started developing a thesaurus

If you have started to develop a thesaurus, you will most likely find that Keyword for Councils will meet your needs and there will be no need to continue this project.  State Records would welcome any comments or suggestions from your research and thesaurus development (see suggestion form at Appendix 5).

Councils who have a merged thesaurus (Keyword AAA and a functional thesaurus) 

For those councils who have a merged thesaurus (that is, you have developed a thesaurus of functional terms and merged it with Keyword AAA), it is advisable not to load Keyword for Councils over the merged thesaurus, as you will overwrite all the functional terms and relationships that you have developed.  Instead, you will need to consider implementing Keyword for Councils as described in Section 4.5.1.

Additionally, you will need to keep intellectual links between files in the old titling system and those in the new.  For example, reference to old parts should be noted on new file covers and recorded in the records management software.

State Records would also welcome any comments or suggestions from your research and functional thesaurus development (see suggestion form at Appendix 5).

Managing the changes from one version of Keyword for Councils to the next

State Records will revise Keyword for Councils every few years and take into account user feedback to ensure the product maintains its relevance and meets user needs. 

Users will need to consider whether they wish to go back and rename old files (not recommended unless the changes are fairly unsubstantial) or start afresh with new versions of Keyword for Councils.  It is a risk-based decision.  See Section 4.5.1.

If you wish to introduce a new version of Keyword for Councils from a particular date you might like to consider:

· establishing intellectual links through the scope note.  For example:

PROPERTY MANAGEMENT
This term was previously known as PREMISES before May 1998.

· holding briefings for staff to demonstrate the changes before the new version is used

· keeping records that document the ‘history’ of the file titles, and
· arranging for software tags that indicate the terms have changed. 
Appendix 1: Glossary

NOTE: Many definitions included in this Glossary have been taken from the definitions included in the Australian Standard AS 4390 - 1996, Records Management.  These have been marked with an asterix (*).

Abbreviation

A shortened or contracted form of a word or phrase.  For example, NSW is the abbreviation for New South Wales.  In Keyword for Councils abbreviations are non-preferred terms.  There are a few exceptions to this rule.  See Appendix 4 for a list of permitted acronyms and abbreviations.

Acronym

A word made from a series of initial letters or parts of words.  For example, IROC is the acronym for Illawarra Regional Organisation of Councils.  In Keyword for Councils acronyms are non-preferred terms.  There are a few exceptions to this rule.  See Appendix 4 for a list of permitted acronyms and abbreviations.

Activity descriptors

First level descriptors that follow a keyword.  The activity descriptor reflects the activities performed within the function that is represented by the keyword.

Broader terms 

Keywords or activity descriptors which are a broader aspect of the activities or subjects.  Broader terms to activity descriptors are keywords and broader terms to subject descriptors are activity descriptors.  A broader term is the next step up in the hierarchy. For example:
RATES AND VALUATIONS  –  RATE PAYMENTS

(keyword)


(activity descriptor)

(broader term)


(narrower term)

RATES AND VALUATIONS is the broader term in relation to RATE PAYMENTS. 

RATE PAYMENTS  -  Rebates

(activity descriptor) 
(subject descriptor)

(broader term)

(narrower term)

RATE PAYMENTS is the broader term in relation to Rebates.

Classification*

The process of devising and applying schemes based on the business activities which generate records, whereby they are categorised in systematic and consistent ways to facilitate their capture, retrieval, maintenance and disposal.  Classification includes determining document or file naming conventions, user permissions and security restrictions on records.

Classification Guide

A three column guide that sets out the keywords and their associated activity descriptors, and the activity descriptor’s associated subject descriptors.  It is intended as a quick reference once the user is familiar with the terminology of the thesaurus and the meanings assigned to those terms.  Once the purpose the item is analysed, the user can classify it by selecting the most representative keyword and its associated descriptors.

Controlled vocabulary

The terms in the thesaurus are controlled to ensure consistency in titling regardless of who is titling and where a titler may be.  This means that the meanings and the way in which they should be used together (their relationships) are prescribed.  Controlled vocabulary includes keywords, activity descriptors, subject descriptors, related terms and non-preferred terms.  The alternative to controlled vocabulary is free text.

Documents*

Structured units of recorded information, published or unpublished, in hard copy or electronic form, managed as discrete units in information systems.

Free text

Natural language that is used in a file title and is not controlled.  Free text is used after a subject descriptor if further specification is needed or in place of a subject descriptor.  It can take the form of any related terms, numbers, names and dates.  For example:

RECREATION AND CULTURAL SERVICES – EVENT MANAGEMENT – Australia Day – Pacific Park

Hierarchy

A system that leads the searcher from a broad concept to a more specific concept.  For example:

INFORMATION MANAGEMENT - PLANNING – Vital Records Register

Homographs

Words that have the same spelling but different meaning.  For example, Addresses (Mailing Lists) and Addresses (Presentations).  Only one of the terms can be a preferred term, the other(s) will be non-preferred terms.

Indexing*

The process of establishing and applying terms or codes to records, to be used to retrieve them and to search for and analyse information in records across classifications.

Keywords

Pre-determined, prescribed, and controlled descriptors which represent broad functions undertaken by council.  They are the first element in the hierarchy (and consequently in a title).  Only ONE keyword can be selected per title.  More specific aspects of the keyword are shown by selecting narrower terms (activity and subject descriptors) to further define it.  Each keyword has a scope note to define its meaning within the context of the organisation.

Narrower terms

Narrower terms show aspects or sub-categories of broader terms.  Narrower terms of a keyword are activity descriptors.  Narrower terms of activity descriptors are subject descriptors.  A narrower term is the next step down in the hierarchy.  For example:

RATES AND VALUATIONS  –  RATE PAYMENTS

(keyword)


(activity descriptor)

(broader term)


(narrower term)

RATE PAYMENTS is the narrower term in relation to RATES AND VALUATIONS. 

RATE PAYMENTS  -  Rebates

(activity descriptor) 
(subject descriptor)

(broader term)

(narrower term)

Rebates is the narrower term in relation to RATE PAYMENTS.

Non-preferred terms

Terms that should not be used.  A USE reference will direct the user to a preferred term.  For example:

Public Relations

USE
COMMUNITY RELATIONS

Preferred terms

Terms which are authorised and which should be used in preference to non-preferred terms.  Keywords and activity and subject descriptors are all preferred terms.  For example:

PERSONNEL is the preferred term to STAFF.

Recordkeeping*

Making and maintaining complete, accurate and reliable evidence of business transactions in the form of recorded information.

Records*

Recorded information, in any form, including data in computer systems, created or received and maintained by an organisation or person in the transaction of business or the conduct of affairs and kept as evidence of such activity.

Records management*

The discipline and organisational function of managing records to meet operational business needs, accountability requirements and community expectations.

Related terms

Indicate a relationship between terms.  Related terms can be used additionally to subject descriptors already selected to further refine the classification.  They also may be considered as alternatives to the term originally selected.

Scope note

Defines the meaning of a term and instructs the way in which the term may be used within the context of the organisation.  May include examples of tips. It is important to read the scope note of a term thoroughly in order to classify accurately.

Subject descriptors

Second level descriptors that follow an activity descriptor.  Subject descriptors further define the subject content of the activities represented by the activity descriptor.

Synonyms

Words or concepts that are spelt differently but have similar meanings, for example, bias and discrimination.  See Non-preferred terms.

Thesaurus

An alphabetical listing of authorised terms that can be used in file titling.  The thesaurus is used to control terminology used to title records.  It assigns meanings to terms, and instructions and hints on how to classify and title records.

Titling

The assignment of a unique title to a record reflecting the function and activities it documents.  The record title distinguishes the record from all the others in a recordkeeping system.  The process of assigning the title is called classification.

Appendix 2: List of Keywords

Commercial Activities

The function of competing commercially or providing services to other councils or agencies on a fee for service basis.  Includes undertaking activities on a consultancy or contract basis.

Community Relations

The function of establishing rapport with the community and raising and advancing Council’s public image and its relationships with outside bodies, including the media and the public.  Includes marketing, media relations, celebrations, ceremonies, speeches, official representation at functions and participation in community activities.  Also includes community consultation, the management of corporate image, and memorials.

Community Services

The function of providing, operating or contracting services to assist local residents and the community.  Includes services such as library and information access, commercial or not for profit services normally provided commercially such as housing, community transport and other forms of social support.

Corporate Management

The function of applying broad systematic planning to define the corporate mission and determine methods of Council operation.  Includes the evaluation of strategies for service delivery and development of directions for future operations, the amendment of legislation that provides the legislative basis for the Council.

Council Properties

The function of acquiring, constructing, designing, developing, disposing and maintaining facilities and premises owned, leased or otherwise occupied by Council.  Includes the usage, hiring and management of all Council's halls and centres for multipurpose uses that meet the broad social and recreational needs of the community.

Customer Service

The function of planning, monitoring and evaluating services provided to customers by the council.  Includes integrated service provision at shopfront locations and the introduction of new types of customer services such as electronic trading facilities.  Also includes handling reactions to services, customer consultation, and feedback.

Development and Building Controls

The function of regulating and approving building and development applications for specific properties, buildings, fences, signs, antennae, etc. covered by the Building Code of Australia and the Environment Protection Authority (EPA).  Development applications relate to a specific site, address or location and not to broader regional plans.

Economic Development

The function of improving the local economy through encouragement of industry, employment, tourism, regional development and trade.

Emergency Services

The function of preventing loss and minimising threats to life, property and the natural environment, from fire and other emergency situations.  Includes the activities of reporting on bush fire hazard reduction activities of the council each year, including activities carried out under a bush fire management plan approved under the Rural Fires Act 1997.  Also includes declaration of bush fire danger periods and issue of permits to light fires during those periods and furnishing information to the Rural Fire Service Advisory council and its Co-ordinating Committee.

Energy Supply and Telecommunications

The function of providing infrastructure services, such as electricity, gas, telecommunications, and alternative energy sources.  Includes providing services directly to the local community, or negotiating with service providers.  Also includes the connection to services, and the monitoring and inspection of services.

Environmental Management

The function of managing, conserving and planning of air, soil and water qualities, and environmentally sensitive areas such as remnant bushlands and threatened species.  Includes the development of environment management plans and activities to preserve and protect natural environments.  Also includes activities to protect existing landforms, restoration of degraded bushland and retention of bushland in parcels of a size and configuration that will enable the existing plant and animal communities to survive in the long term, and protect bushland as a natural stabiliser of the soil surface.

Financial Management

The function of managing council's financial resources.  Includes establishing, operating and maintaining accounting systems, controls and procedures, financial planning, budgeting, estimates of expenditure and receipts, forecasting, and managing revenue from charging and investments.  Also includes managing allocations of resources and accountability.

Governance

The function of managing the election of Council representatives, the boundaries of the Council districts and wards, and the terms and conditions for Councillors.  Includes the election processes and results of Council elections.

Government Relations

The function of managing the relationship between the Council and other governments, particularly on issues which are not related to normal Council business such as Land Use and Planning or Environment Management.  Includes the relationship with the Minister, Members of Parliament, Government Departments and the political processes of Government such as elections.  Also includes formal inquiries and investigations such as Royal Commissions, inquiries by Parliamentary Committees, the Ombudsman and the Independent Commission Against Corruption (ICAC).
Grants and Subsidies

The function of managing financial payments to Council from the State and Federal Governments and other agencies for specific purposes.  Includes the advertising for grant applications, the evaluation of applications from organisations seeking grants, grant allocations and accounting for a grant.

Information Management

The function of managing Council’s information resources, including the storage, retrieval, archives, processing and communications of all information in any format.  Includes the management of current, inactive and archival records.  Also includes requests for information and the reporting of such matter in accordance with the Freedom of Information Act

Information Technology

The function of acquiring and managing communications and information technology and databases to support the business operations of the Council.  Includes systems evaluation, planing and implementation.  Also includes the communications network systems such as telephones, voice mail, teleconferencing, and technical aspects of email, internet, intranet and websites.

Land Use and Planning

The function of establishing a medium to long term policy framework for the management of the natural and built environments.  Includes the range of planning services, development of facilities and standards for building and development.

Laws and Enforcement

The function of regulating, notifying, prosecuting, and applying penalties in relation to Council's regulatory role.  

Council's regulatory role includes regulating, notifying, prosecuting, and applying penalties in the following areas:

· failures to obtain prior approvals for activities

· injuring plants and animals in public places

· breaking glass and other matter in public places

· damaging, defacing or polluting public bathing places

· acting contrary to Council notices

· bathing and other water-based recreational activities

· use of skateboards, rollerblades and roller skates

· water, sewerage and stormwater drainage offences

· damage to Council property

· street drinking, and 

· parking offences and other matters.

Legal Services

The function of providing legal services to council.  Includes the interpretation and provision of advice to council regarding legal matters, the drawing up of legal agreements and the handling of legal action and disputes.

Parks and Reserves

The function of acquiring, managing, designing and constructing parks and reserves, either owned or controlled and managed by Council.  Also includes providing security,  management of kerb sides and access ways, and the provision of active and passive recreation opportunities. 

Personnel

The function of managing the conditions of employment and administration of personnel at the Council including consultants and volunteers.  Includes employment policies and matters relating to safety and accident prevention procedures and arrangements within Council.  Also includes the management of industrial relations, occupational health and safety, staff training and development, and arrangements for staff travel.
Plant, Equipment and Stores

The function of managing the purchase, hire or leasing of all plant and vehicles, and other equipment.  Includes the management of Council’s stores.  Does not include the acquisition of information technology and telecommunications.  

Public Health

The function of managing, monitoring and regulating activities to protect and improve public health under the terms of the Public Health Act, health codes, standards and regulations.  Includes the monitoring of food, animals, infectious diseases and safety provisions in public buildings.

Rates and Valuations

The function of managing, regulating, setting and collecting Council income through the valuation of rateable land and other charges.  Under the Local Government Act, 1993, a report on rates is prepared and the Council sets the rates and charges.
Recreation and Cultural Services

The function of the Council arranging, promoting or encouraging programs and events in visual arts, craft, music, performing arts, sports and recreation, cultural activities and services.  

Risk Management

The function of managing and reducing the risk of loss of Council properties and equipment and risks to personnel.  Also includes managing the risk to members of the general public, Councillors, Community Committees and liability to the public.

Roads

The provision of road construction and maintenance of rural roads and associated street services to property owners within the Council area.  Includes the design, construction and maintenance of local roads and associated infrastructure, such as kerbing, guttering and footpaths under Council jurisdiction.  Also includes the acquisition and installation of street furniture, decorations, signs and traffic lights.

Sewerage and Drainage

The function of designing and constructing, maintaining and managing the liquid waste system, including drainage, sewerage collection and treatment, stormwater and flood mitigation works.  Also includes the provision of infrastructure for collection and treatment of waste.

Traffic and Transport

The function of planning for transport infrastructure and the efficient movement and parking of traffic.  Encompasses all service/facilities above the road surface and includes all forms of public transport.

Waste Management

The function of providing services by Council to ratepayers for the removal of solid waste, destruction and waste reduction.  Includes the activities related to waste disposal operated by Council including tips, land fill, composting sites, worm farms, recycling operations and chemical waste disposal sites.

Water Supply

The function of managing the design, construction, maintenance and management of water supplies, either by Council or by service providers.  Includes the management of areas of land over which water flows and the catchment areas, including groundwater, surface water and water reserves that might be used for a water storage reservoir.  Also includes managing pollution controls, hazard reductions, controls over recreational use of catchment areas, reservoirs and dams by the public that might impact upon water quality.  Also includes the design, construction and maintenance of supply infrastructure such as dams and reservoirs, storage tanks, bores, pumping stations, treatment works, reticulation, water mains and other supply schemes.

Appendix 3: List of Activity Descriptors

See the Thesaurus section for definitions and instructions

	Abandonments

	Access

	Accounting

	Acquisition

	Acquisition and Disposal

	Addresses (presentations)

	Advertisements

	Advice

	Agreements

	Amalgamations

	Animal Welfare

	Appeals

	Application Development

	Applications

	Appointments

	Approvals

	Arrangements

	Asset Register

	Audit

	Augmentation

	Authorisations

	Awards (Honours)

	Awards (Prizes)

	Banking

	Boundaries

	Budgeting

	Building and Development Applications

	Campaigns

	Celebrations

	Cemeteries

	Ceremonies

	Certification

	Circulars

	Claims Management

	Communications

	Community Consultation

	Compensation

	Compliance

	Conferences

	Connection

	Contacts

	Contracting

	Corporate Image

	Council Meetings

	Councillors

	Creditors

	Customer Profiles

	Data Management

	Debtors

	Depreciation

	Design and Construction

	Discipline

	Disposal

	Education

	Elections

	Employment 

	Employment Conditions

	Employment Schemes

	Enquiries

	Equal Employment Opportunity (EEO)

	Establishment 

	Evaluation

	Event Management

	Federal Liaison

	Fees and Charges

	Financial Reporting

	Fleet Management

	Freedom of Information

	Functions (Social)

	Geographical/Land Information Systems (GIS/LIS)

	Government Directives

	Greetings

	Grievances

	Guidelines

	Horticultural Services

	Implementation

	Industrial Relations

	Industries

	Infringements

	Inquiries

	Inspections

	Intellectual Property

	International

	International Relations

	Investigations

	Investments

	Issues Management

	Joint Ventures

	Lands

	Leasing-Out

	Leave

	Legislation

	Levies

	Liaison

	Library and Information Access

	Licensing

	Litigation

	Loans

	Local and Regional Liaison

	Local Laws

	Maintenance

	Market Mechanisms

	Marketing

	Media Liaison

	Medical Examinations

	Meetings

	Memorials

	Monitoring 

	Museum and Galleries Management

	Naming

	Notifications

	Occupational Health & Safety

	Ombudsman – Internal

	Operations

	Orders

	Payroll

	Penalties

	Performance Appraisal

	Performance Management

	Permits

	Planning

	Plant (Equipment)

	Policy

	Political Parties

	Printing

	Privacy

	Procedures

	Programs

	Projects

	Promotion

	Property History

	Property Numbering

	Proposals

	Prosecutions

	Public Reaction

	Publications

	Rate Classifications

	Rate Payments

	Records Management

	Recruitment

	Referrals

	Registration

	Reinstatements

	Reporting

	Representatives

	Research

	Re-usage

	Revenue

	Reviewing

	Risk Assessment

	Road Closures

	Road Hierarchy

	Road Openings

	Security

	Separations

	Service Delivery Modes

	Service Providers

	Service Provision

	Services

	Signs

	Sponsorships

	Standards

	State Liaison

	Stores

	Street Management

	Subdivisions

	Submissions

	Suggestion Schemes

	Superannuation

	Supply and Distribution

	Surveys

	Tax

	Tendering

	Tours

	Trade 

	Training

	Training and Development

	Travel

	Trusts

	Unclaimed Money

	Urban Design

	Usage

	User Support

	Valuations

	Visits

	Volunteers

	Welfare 

	Work Experience

	Zoning


Appendix 4: List of Permitted Acronyms and Abbreviations

	ABN
	Australian Business Number

	ASPAC
	Asia Pacific Section of the International Union of Local Authorities

	CENTROC
	Central West Regional Organisation of Councils

	COAG
	Council of Australian Governments

	GST
	Goods and Services Tax

	HRAC
	Hunter Regional Association of Councils

	IMROC
	Inner Metropolitan Regional Organisation of Councils

	IROC
	Illawarra Regional Organisation of Councils

	IULA
	International Union of Local Authorities

	LAN
	Local Area Network

	LGSA
	Local Government and Shires Association

	LGSAQ
	Local Government and Shires Association of Queensland

	MACROC
	Macarthur Regional Organisation of Councils

	MAV
	Municipal Association of Victoria

	MIDROC
	Mid North Coast Regional Organisation of Councils

	NAROC
	Northern Area Regional Organisation of Councils

	NSROC
	Northern Sydney Regional Organisation of Councils

	NSW
	New South Wales

	REROC
	Riverina East Regional Organisations of Councils

	RIVROC
	Riverina Regional Organisation of Councils

	ROC
	Regional Organisation of Councils

	SES
	State Emergency Service

	SSROC
	Southern Sydney Regional Organisation of Councils

	STAC
	Southern Tablelands Association of Councils

	WAMA
	Western Australian Municipal Association

	WAN
	Wide Area Network

	WSROC
	Western Sydney Regional Organisation of Councils


Appendix 5: Thesaurus Suggestion Form

Term to be reviewed


This proposal is for: (please circle one)

	1. adding a NEW Term
	3. changing the term's scope note

	2. changing the term's relationships
	4. changing a term to a non-preferred term


The above term could be a

Type of term: keyword, activity descriptor, subject descriptor, non-preferred term

Broader terms 


Narrower terms 


Related terms 


Preferred terms (USE reference)


Non-Preferred Terms (USE for reference)


Scope note (include a definition and example of use)


Reason for the proposed change


Officer suggesting changes (Please print)


Phone No:


Position
Fax No:


Unit
Date:


Review by State Records for inclusion in next Keyword for Councils upgrade

Date:
Name of organisation: 


Officer suggesting changes and phone no:


Result:
Approved
Not Approved
Deferred


(
(
(
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Appendix 7: Frequently Asked Questions

1
What is the advantage of functional approaches to classification over classification by subject?

The functional approach is a long term approach to records management.  It is not only valuable for promoting retrieval (like subject-based thesauri), it can also be used to determine how long a record should be kept, how it should be handled and stored, and who should have access to it.  The functional approach is also relevant for promoting continuum management in the electronic environment.

The functional approach is recommended by the Australian Standard AS 4390-1996, Records Management which strives to ensure that proper evidence is kept of business activities. See Section 1.2 in the Introduction.

2
Why can’t each division in council have its own keyword?

The keywords in Keyword for Councils are not based on structure.  They are based on the functions of an organisation.  The problems associated with arranging a classification scheme on structure are that:

· structures change regularly: organisations amalgamate, devolve, decentralise, and restructure, so you would have to continually change your classification scheme. Functions are more stable.

· structures are too rigid to handle the way business operates. Functions cut across organisational structures.

Occasionally, however, keywords will coincide with structural areas because they have been arranged according to function. 

3
Is Keyword for Councils able to be applied to all of the records of my council?

Yes.  Keyword for Councils can be applied to all records in your council.  It covers terminology common to business functions and activities undertaken by councils, and records created or received by a council in the course of its business.  Keyword for Councils should provide comprehensive vocabulary coverage of a council’s records.  There is no need to customise or develop additional terminology.  

Additionally, not all records may need to have keyword titles. You may have some series of files that you wish to keep separate. For example, a series of case files is often easily arranged by the building and development applications and it would be unnecessarily complicated to assign keyword titles to these.

4
Why does the structure of file titles in Keyword for Councils have to include keywords and activity descriptors in that order?

The order of a file title in Keyword for Councils is imposed for a specific reason.  It ensures that the title reflects the business classification scheme and that the function, activity and subject of the file are clearly represented.  It is by having this imposed order that the other benefits of keyword classification like effective handling, storage and disposal, can be realised. 

5
How can Keyword for Councils be used for more than just file titling and indexing?

For information on how Keyword for Councils can be used for other records management activities, see Section 1.3 the Introduction.

6
Why are subject descriptors limited in Keyword for Councils and how can councils avoid variations which may occur at this level?

To include all subject descriptors required by councils in Keyword for Councils would mean that the thesaurus would be excessively large, completely unwieldy and impossible to use.  It would also go out of date very quickly.  Therefore, subject descriptors have been kept to a minimum.

In the process of implementing Keyword for Councils, you may like to consider adding subject descriptors that are commonly used for titling in your council.  This will ensure that use of subject descriptors is consistent and retrieval is enhanced. See Section 4.1.2 in the Introduction.

7
What sort of documentation should councils keep to establish consistency over procedures?

It is vital to ensure that you keep adequate documentation of the classification system in your council.

We suggest, at the very least, you keep documentation of:

· details of how you have changed terms in Keyword for Councils (we would prefer that you did not, see Section 4.1).  This is particularly important because when you receive upgrades of Keyword for Councils you will need to make the changes again.  

· any procedures, rules or conventions you have established. For example:

Do you show names as:

John Smith

Smith John

J. Smith or

Smith J.?

You will also need to ensure the maintenance of links between:

· old files that do not use keyword classification, and new files that do

· files that are related to each other in a sequence.

You can do this by noting them on the file cover, linking them electronically, or noting them in the records management software.

8
How can Keyword for Councils be used for Electronic Document Management (EDM)?

See section 2.1.5b for an explanation of how Keyword for Councils can be applied to directory structures. Some document management software can also incorporate Keyword for Councils.
9
How can resistance to the new classification scheme be overcome?

This is dependent on the reason for the resistance.  Some possible causes may be that:

· there has not been enough communication and participation in the process of development and implementation

· there has not been enough marketing and training so staff do not understand why the thesaurus has been introduced, or how to use it

· there has not been enough leadership from sectional leaders, or endorsement from management

· there is a lack of quality control

· the thesaurus is somehow not meeting staff needs.  Are they having difficulty finding a suitable title?  Is this a fault of Keyword for Councils?  Are modifications necessary?

· staff resent needing more than one file on a topic - this may require some marketing of the benefits of functional classification

· the procedures for titling are not suiting staff.  Are they having to undertake duties that they do not really understand?  Is it taking too long to assign titles?  Why?  Can processes be streamlined?

You will need to isolate the cause of resistance and plan strategies to solve it where possible. For example, if there are terms missing that you think should be included in Keyword for Councils contact State Records and see if they can be considered in a review.  If the problems are caused by a lack of understanding of how to use Keyword for Councils, you might consider holding briefings or training sessions, or sending key staff to courses run by State Records.

If you have any further questions regarding Keyword for Councils please contact the State Records Authority of New South Wales.
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