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Introduction

This document specifies the procedure for organising the transfer of unsentenced or
sentenced temporary records to an Approved Public Record Office Storage Supplier
(APROSS) in accordance with standards established by the Public Record Office Victoria.

What is APROSS?

APROSS means Approved Public Record Office Storage Supplier. It is a Public Record
Office Victoria (PROV) program for the storage of records which the Keeper of Public
Records has approved for eventual destruction or which are awaiting a decision as to their
archival value.

An Approved Public Record Office Storage Supplier (APROSS) is a commercial facility
appointed as a place of deposit for the safe keeping and preservation of public records under
the provisions of Section 12 of the Public Records Act 1973. Mandatory conditions govern
the control of records to be transferred to or stored at the site of the approved commercial
facility.

APROSS facilities provide record storage services for public offices that do not wish to run
their own extensive in-house records storage and retrieval programme. PROV has inspected
each of the existing commercial storage facilities approved under the APROSS scheme and
found them to comply with the conditions outlined in section 6 [page 9]. The APROSS
initiative gives public offices the opportunity to negotiate retrieval and storage costs in a
competitive environment with commercial facilities of an approved standard.

A comprehensive list of APROSS facilities can be found in Appendix A. Information is also
available on our web site www.prov.vic.gov.au/records/apross.asp

What kind of records can be stored with an APROSS?

Two types of records can be stored with an APROSS.

o Sentenced temporary records - these are records identified (sentenced) as
temporary in a Retention and Disposal Authority (formally known as disposal
schedules) issued by the PROV. These records may be stored with an APROSS
pending their eventual destruction.

J Unsentenced records - these are records not covered by a Retention and Disposal
Authority and therefore not yet appraised as either permanent or temporary. These
records may be stored with an APROSS pending their eventual appraisal by PROV.

The Public Records Act 1973 gives the Keeper of Public Records the power to determine
which records are to be retained and which may be destroyed. Destruction or disposal of
public records in accordance with standards established under section 12 is lawful.

Records that the Keeper of Public Records has classified as permanent in a Retention
and Disposal Authority must be transferred to the Public Record Office Victoria once
the administrative life has ceased or after 25 years, which ever comes first.
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Procedure for the transfer of records to an APROSS

o You must forward the appropriate paperwork to the PROV for approval prior to any
transfer of records to an APROSS.

J For records covered by a Retention and Disposal Authority complete the PRO31 form,
or, for records not covered by a Retention and Disposal Authority complete the PRO 32
form (see Appendix B). Either the head of the public office or a designated officer or a
representative of the commercial storage must sign the completed form.

o Prepare a contents list for each group of records proposed for transfer and include a
sample first and last page for each group of records when forwarding the completed
forms. The information is then checked to ensure unsentenced records that PROV
may deem to be permanent and any permanent records listed by mistake are not
inadvertently transferred to an APROSS. This check prevents any unnecessary double
handling of the records. Information obtained from the forms is digitised and retained
so the PROV can keep track of all government records stored in commercial storage.

J Send the completed forms and sample lists for approval of the transfer to:
Standards & Assessment Officer

Public Record Office Victoria
P O Box 2100
North Melbourne VIC 3051

o A copy of the Transfer Approval form (PRO 33) and accompanying documentation will
be sent to you if the application is approved.

J In some instances PROV will contact the agency and request further information or in
the event approval is to be withheld the agency will be contacted and an explanation
given.

o Upon receipt of the PRO 33 records can be transferred to the public office’s preferred
APROSS facility.

Legislation which affects APROSS

Public records contain vital information about the development, implementation and
enforcement of government policy, as well as the rights and entitlements of individuals. They
provide the basis for the governmental and legal infrastructure we currently have, and are a
rich source of cultural and historical memory for the future. Because they are so important,
both to current business and to future generations, public records must be appropriately
safeguarded at all times. For this reason, storage of public records is an area with several
legal requirements. Agencies should select storage service providers with reference to all
these requirements and should be satisfied that the chosen provider is in full compliance with
all relevant legislation, as well as providing value for money.
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Public Records Act 1973

The Public Records Act gives the Public Record Office Victoria, as the state’s archival
authority, the right to nominate approved offsite storage providers for the storage of public
records. This role is in the context of PROV’s general regulatory role in setting and
maintaining standards for public recordkeeping in Victoria.

Extract
12. Standards for Management of Public Records

The Keeper of Public Records shall establish standards for the efficient management
of public records and in particular with respect to —

(@) the creation, maintenance and security of public records;

(b) the selection of public records worthy of preservation;

(c) the transfer of public records to the Public Record Office; and

(d) the segregation and disposal of public records not worthy of preservation —

and shall assist public officers in applying these standards to records under their
control.

13. Duties of officer in charge of a public office

(b) shall be responsible, with the advice and assistance of the Keeper of
Public Records, for the carrying out within the office of a programme of
records management in accordance with the standards established under
section 12 by the Keeper of Public Records;

13A. Inspection of public office or other place

The Keeper of Public Records may enter, at any time, a public office or any place in
which the public records of that office are stored to inspect the storage and
conservation arrangements of the records in the office or place and the carrying out in
that office or storage place of the programme of records management referred to in
section 13(b)

19. Offence to remove etc. public records without authority

1. A person who unlawfully removes sells damages or destroys a public record
shall be guilty of an offence.

Penalty: 5 penalty units.

2. Destruction or disposal of public records by a public officer in accordance with
standards established under section 12 is lawful.
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Privacy

Both the Information Privacy Act 2000 and the Health Records Act 2001 impose significant
requirements on government agencies to respect and actively protect the privacy of
information about individuals held by them. In particular, the following information privacy
principle (IPP) should be considered by agencies in selecting a storage provider:

IPP 4 Data security: Take reasonable steps to protect personal information from misuse,
loss, unauthorised access, modification or disclosure.

A similar provision exists in the Health Records Act, with the added requirement that if
records are transferred to a third party, a record must be kept of this transfer (HPP 4.4).
While this primarily relates to organisations transferring medical information to different or
successor health providers, it can apply equally well to offsite storage of records.

Agencies remain responsible for protecting the privacy of personal information collected by
them, even when it is stored offsite. This responsibility extends to protecting privacy and
security during the physical or electronic transfer of records. Thus, when choosing an
APROSS and a mechanism for delivering records to and from the facility, agencies should
consider:

e the physical security of the premises (as a safeguard against third parties gaining
unlawful access to information)

e the procedures in place for access to information by the government agency itself

e the procedures used by the APROSS staff in managing the facility and the records
contained therein

e the security involved in any transfer of records to or from the APROSS

Agencies may choose to make matters of privacy protection a part of their contractual
relationship with an APROSS; this can help to distribute the legal burden. However, records
that are still in the custody of an agency, including those stored offsite at an APROSS, still
carry privacy obligations for government, and these need to be carefully considered in any
APROSS arrangement.

Public Record Office Victoria October 2009



APROSS Information Kit

Freedom of Information

The Freedom of Information Act 1982 contains key provisions governing aspects of
government recordkeeping, disclosure and public accountability. Section 3 of the Act
specifies the purpose and intention of the legislation and gives it a strong imprimatur:

(1) The object of this Act is to extend as far as possible the right of the
community to access to information in the possession of the Government of
Victoria and other bodies constituted under the law of Victoria for certain
public purposes by—

(a) making available to the public information about the operations of
agencies and, in particular, ensuring that rules and practices affecting
members of the public in their dealings with agencies are readily
available to persons affected by those rules and practices; and

(b) creating a general right of access to information in documentary
form in the possession of Ministers and agencies limited only by
exceptions and exemptions necessary for the protection of essential
public interests and the private and business affairs of persons in
respect of whom information is collected and held by agencies.

(2) It is the intention of the Parliament that the provisions of this Act shall be
interpreted so as to further the object set out in sub-section (1) and that any
discretions conferred by this Act shall be exercised as far as possible so as to
facilitate and promote, promptly and at the lowest reasonable cost, the
disclosure of information.

The Freedom of Information Act creates a general right of access to public records created
and maintained by agencies, a right which can only be removed or varied for specific
reasons ("essential public interests" and "private and business affairs of persons").

The rights created under this Act impose a requirement on all agencies to be able to satisfy
requests for information, records and documents that are sought by members of the public,
unless they are being withheld on one of the grounds in the Act. FOI was designed and has
been treated by most governments as a relatively "strong" legislative framework. Records
may not be withheld from FOI requests on a large number of grounds, and the allowable
grounds are specified (and are mostly connected to personal and commercial privacy). If
public records are withheld from FOI requests for one of the legal reasons, the requester still
has a right of appeal in a range of venues, from the Administrative Appeals Tribunal and the
Victorian Civil & Administrative Tribunal to the Ombudsman of Victoria.

In the case of APROSS, agencies should be aware that the provisions of FOI continue to
apply to any records they have created, regardless of where they are stored. An FOI request
may not be denied on the grounds of difficulty of access to offsite materials, and the improper
maintenance of offsite storage that leads to the destruction of FOI-requested records can
lead to serious investigations and consequences. When choosing an APROSS provider,
agencies should consider the potential for any of the records stored offsite to be requested
via FOI, and ensure that workable mechanisms are in place for the efficient and cost-
effective recovery of records to satisfy relevant requests.
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APROSS facility must comply with the following conditions

All APROSS facilities must meet the conditions listed below. Further information about the
conditions is outlined in section 7 [pages 7 - 9.]

An APROSS facility must:

1.

10.

Be a minimum 1'2-hour fire-isolated storage area that meets Building Code of
Australia (BCA) fire-resistance levels.

For single storey facilities, external walls are deemed to comply if not less than 3
metres from an adjacent fire source. Internal walls will need to be 1'2-hour fire
isolated. For facilities of two storeys or more, the 12-hour fire requirement includes
both horizontal and vertical isolation.

Be used solely for the storage of records of the type approved in the instrument
of appointment.

Comply with minimum standards determined by the Keeper of Public Records
relating to fire and water damage prevention measures; security; preservation;
and if vault storage for microform, disks and tapes etc is also approved, climate
control.

Be adequately insured against loss or damage of records in the APROSS's
custody.

Receive notice of approval from the Keeper of Public Records before accepting
each new transfer of public records.

Provide a list of public records housed in the APROSS facility when requested by
the Keeper of Public Records.

Provide for each day of the year a 24-hour record identification, retrieval and
delivery service to the client agency.

Provide a search room facility for client staff on the APROSS’s premises between
9.00am and 5.00pm weekdays.

Provide facilities and assistance for PROV to inspect the public records free of
charges and return to PROV any records in an APROSS that PROV deems to be
permanent. Section 13(a) of the Act gives PROV the right to inspect the public
records free of charges.

Undertake the destruction of public records only with the authorisation of the
Keeper of Public Records as required by section 20 of the “Act” in accordance
with standards issued by the Keeper under Section 12 of the “Act”.
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The rationale behind the conditions

This section outlines the minimum standards required for meeting the conditions set out in
section 6 [page 6] and the reasons for them.

Condition 1: The facility must be a minimum 1'/,-hour fire isolated storage area which meets
Building Code of Australia (BCA) fire-resistance levels.

For single storey facilities, external walls must be not less than 3 metres from
an adjacent fire source. Internal walls will need to be 1'/,-hour fire isolated. For
facilities of two storeys or more, the 1'/,-hour fire requirement includes both
horizontal and vertical isolation.

Walls between tenancies should be constructed as per Section C of the BCA to
meet the FRL (Fire Resistance Level) set out in that Section.

The FRL must be, for load bearing walls, 90/90/90

o That is the first 90 minutes relates to structural adequacy, a wall will stay
up to meet the structural loads it has been designed for.

J The second 90 minutes relates to integrity, a wall will stay intact without
cracks or fissures that may allow passage of fumes.

o The third 90 minutes relates to insulation, the temperature in the storage
area will not exceed 180 degrees C above the ambient temperature on
the opposite side of the wall.

This eliminates the threat to the records from:
J Possible hazardous activity in an adjoining portion of the building, and

J Water, smoke or fire damage penetrating the premises from an
adjoining portion of the building.

Although PROV has the right to inspect APROSS facilities at any time, PROV
has no control over the co-joined part of a premises.

Condition 2: The facility must be used solely for the storage of records of the type approved in
the instrument of appointment.
Insisting that an APROSS facility be used solely for the storage of records
reduces the risk of fire damage by eliminating volatile items. It also prevents the
storage of items that may be detrimental to the preservation of records.

Condition 3: The facility must comply with minimum standards determined by the Keeper of
Public Records relating to fire and water damage prevention measures;
security; preservation; and if vault storage for microform, disks and tapes etc is
also approved, climate control.

These minimum standards include:

Rain and Flood Water Control

Flat roofs are not acceptable. Minimum roof falls must be:
o Metal decking: 2 deg
o Corrugated iron: 5 deg
o Tiled roofs and other: 18 deg.

Buildings must not be on land that is prone to flooding.
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Condition 4:

Condition 5:

A maintenance program must be in place to clear gutters and down pipes of
debris every 6 months.

Walls and openings must be totally impervious to wind driven rain @ 40 metres
per second.

Fire and Water Damage control

Material must not be stored in excess of Part E1.5 of the BCA.

If the floor area is less than 500m2 an adequate water type extinguisher must
be provided.

If the floor area is 500m2 or more, hose reels and hydrants must be provided in
accordance with BCA Part E1, for complete coverage of the building internally
and externally on all levels.

Adequate water pressures and flow rates must be maintained.
Smoke detectors must meet AS 1670 BCA requirements
Smoking must not be permitted in the storage area.

Security
The following security systems must be operating:
J Reed switches on external doors including roller doors
o Motion detection
o Monitored alarm system
The storage area must be secure against unauthorised access at all times.

Preservation

Evidence of pest control must be provided on request.

Evidence of disaster preparers and disaster recovery plans for handling records
must be provided on request.

Climate Control

For the storage of film, microform and electronic media the facility must provide
a climate-controlled vault with an acceptable temperature and humidity range
over 24 hours of:

Temperature: 20 deg plus or minus 1
Humidity 45% plus or minus 5%

Temperature and humidity control is not required for the storage of paper records
in an APROSS.

The facility be adequately insured against loss or damage of records in the
APROSS’s custody

Evidence of the following adequate insurance cover must be provided on request:
Special Risk i.e. Property Insurance that covers the records stored in the facility.

Public and Product Liability Insurance policies that covers the goods whilst in
APROSS care custody and control.

The APROSS facility receive notice of approval from the Keeper of Public Records
before accepting each new transfer of public records
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No new transfers of public records are to be accepted into an APROSS until a
PROV notice of approval has been obtained (PRO33). This approval notice is
sent by PROV to both the public office proposing the transfer and the APROSS
service provider the records have been designated to go to.

Condition 6: When requested by the Keeper of Public Records provide a list of public records
housed in the APROSS facility.

For the purposes of an audit, FOI request or court case, PROV may require a list
of all public records held within a particular APROSS facility to ensure all legal
obligations are met.

Condition 7: The facility provide for each day of the year a 24-hour record identification,
retrieval and delivery service to the client agency.

Clients such as hospitals require and must be provided with round the clock
service from APROSS service providers.

Condition 8: The facility provides a search room for client staff on the Approved Supplier's
premises between 9.00am - 5.00pm weekdays.

Clients or PROV may require to do research on the records and an appropriate
room for this purpose must be provided on the premises during standard working
hours.

Condition 9: Provide facilities and assistance for PROV to inspect the public records free of
charges and return to PROV any records in an APROSS that PROV deems to be
permanent. Section 13(a) of the Act gives PROV the right to inspect the public
records free of charges

Legislation gives PROV the right to inspect public records in an APROSS facility
(see page 5 reference to section 13A of the “Act”). Inspection by PROV of
public records in an APROSS facility must not incur costs and records deemed
permanent must be made available for relocation to PROV.

The requirement for PROV to view records is not intended to be onerous for the
APROSS facility and though it happens infrequently, there are times when a
search for a particular record or identification of permanent records by PROV
would obligate APROSS facilities to meet this condition.

Condition 10:The facility undertakes the destruction of public records only with the authorisation
of the Keeper of Public Records as required by section 20 of the “Act” in
accordance with standards issued by the Keeper under Section 12 of the “Act”.

No public records may be destroyed or otherwise disposed of except in accordance
with standards issued under section 12 of the Public Records Act. The means by
which disposal of public records may be authorised are set out in PROS 97/003. See
that standard for more information.

Approved methods of destruction are set out in part 10 of Public Record Office Standard
97/003, Destruction of Public Records. If the APROSS service provider is acting as the
authorised agent for the destruction of public records in accordance with a retention and
disposal authority, only the destruction methods set out in that standard may be used.
Burying or dumping records are not approved methods of destruction. Destruction of records
should be supervised where possible.

If public offices are contracting out the destruction of their public records, it is the public
office's responsibility to ensure that destruction takes place in accordance with the approved
methods of destruction listed above.
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For further information

Standards & Assessment Officer
Public Record Office Victoria

P O Box 2100

North Melbourne VIC 3051

DX 210727

Public Record Office Victoria

Tel: (03) 9348 5600
Fax: (03) 9348 5656
Email: assessment@prov.vic.gov.au

Information is also available on our website:

WWW.Prov.vic.gov.au/records/apross.asp

October 2009
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Frequently asked questions

How do I go about putting records into APROSS storage?

Once you determine what records are to be stored in an APROSS, fill out the
forms (PRO 31 and/or PRO 32) and forward to the Public Record Office Victoria
along with sample lists for approval.

Once you have received a PRO 33 form (approval to transfer to an APROSS) the
records can be placed in APROSS storage.

Where can I find these APROSS service providers?

A complete list of APROSS service providers can be found at Appendix A of this
document and further copies are available at PROV’s website:
WWW.Prov.vic.gov.au/records/apross.asp

Why can’t | use my local self-storage company?

All APROSS facilities have been inspected and meet the criteria necessary to
house and care for sentenced and unsentenced records and have been formally
approved. The Head of the Public Office is in breach of the Public Records Act
when records are moved outside the custody and control of your agency or public
office and placed in a facility that’s not approved by the minister.

Self storage companies are not normally approved as APROSS. The nature of
the operation means there is limited control over the contents of adjoining storage
compartments and therefore public records may be placed at risk stored beside
flammable items.

Why can’t | store permanent records in an APROSS?

Under the Public Records Act 1973, permanent records must be stored under the
custody and control of the agency, or transferred to the PROV.

APROSS facilities are only approved for the storage of temporary or unsentenced
records.

For the transfer of permanent records to PROV contact our Disposal and
Documentation section to make the necessary arrangements.

Manager, Appraisal and Documentation
Phone: 9348 5600
What can I expect to pay to store records in an APROSS?

It is up to the agency or public office to negotiate directly with the APROSS.

PROV recommends getting quotes from several APROSS facilities to obtain the
best price based on a service tailored to your needs.
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What can | negotiate?

Storage costs

o Is it a long-term or short term storage arrangement? (The retrieval demand
may determine how it is stored and affect the cost).

Retrieval costs

J Are the records likely to be heavily retrieved?
o Do you require file or box retrieval?
o Will retrievals be outside normal hours?

Destruction costs
o What are the charges?

Penalty costs

o What will it cost to withdraw the entire collection from storage?
o What will it cost to permanently remove units from storage?

What can | expect to be insured for under the APROSS scheme?

APROSS service providers are required to insure against record recovery in the
event of a disaster. This ensures there will be funds to cover conservator/
conservation costs to rescue damaged records. This insurance does not cover
costs for recreating a record in the event of a total disaster.

At your own cost you can negotiate with the service provider if you require
additional insurance.

What if | want to tender out my storage?

Agencies may not accept tenders from non APROSS facilities to store public
records. Storage providers that are not APROSS approved can not store public
records.

What if | have records stored with a storage supplier that is not
APRQOSS approved?

Contact the Standards & Assessment Officer at PROV on 9348 5600 as soon as
possible for advice.
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Glossary

access * Right, opportunity, means of finding, using, or retrieving information.

agency see public office.

appraisal * The process of evaluating business activities to determine which records need
to be captured and how long the records need to be kept, to meet business needs, the
requirements of organisational accountability and community expectations.

archival program * Agency or program responsible for selecting, acquiring and preserving
archives, making them available, and approving destruction of other records.

classification * Systematic identification and arrangement of records into categories
according to logically structured conventions, methods, and procedural rules represented in
a classification system.

destruction * Process of eliminating or deleting records, beyond any possible
reconstruction.

disposal The process of deciding whether to retain records. Within the Victorian public
sector, records are appraised to determine their significance (business, legal or historical)
and then judged to be either of temporary or permanent value to the state. Disposal is one

aspect of disposition.

disposition * Range of processes associated with implementing records retention,
destruction or transfer decisions which are documented in disposition authorities or other
instruments. These are also known as Disposal Schedules or, in Victoria, Retention &
Disposal Authorities.

electronic media Physical storage media. A means of storing data. A piece of media allows
data to be copied on to it which can then be read back by a computer. Some types of media
allow data to be recopied (destroying the original data in the process) while other types of
media will only allow data to be copied to the media once. Common types of media are CD-
Rom, magnetic tape, floppy disk.

government agency see public office.

Item list Any finding aid or guide such as an index, inventory, or catalogue that is
descriptive or analytical with respect to a body of records, and having the purpose of
clarifying the subject content and organisation of the records in order to facilitate their use.

preservation * Processes and operations involved in ensuring the technical and intellectual
survival of authentic records through time.

public office As defined in the Public Records Act means:

e any department, branch or office of the Government of Victoria

e any public statutory body corporate or unincorporate

e any municipality or other body constituted by or under the Local Government Act 1958
e any other local governing body corporate or unincorporate, and

e a State-owned enterprise within the meaning of the State Owned Enterprises Act 1992.
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record * Information created, received, and maintained as evidence and information by an
organisation or person, in pursuance of legal obligations, or in the transaction of business.

A record can take many forms and in Victoria is defined under the Public Records Act 1973
to mean:

e adocument in writing
e abook, map, plan, graph or drawing
e a photograph

e alabel marking or other writing which identifies or describes any thing of which it forms
part, or to which it is attached by any means whatsoever

e adisc, tape, sound track or other device in which sounds or other data (not being visual
images) are embodied so as to be capable (with or without the aid of some other
equipment) of being reproduced there from

e afilm, negative, tape or other device in which one or more visual images are embodied
so as to be capable (as aforesaid) of being reproduced there from

e anything whatsoever on which is marked any words, figures, letters or symbols which
are capable of carrying a definite meaning to persons conversant with them.

records management * Field of management responsible for the efficient and systematic
control of the creation, receipt, maintenance, use and disposition of records, including
processes for capturing and maintaining evidence of and information about business
activities and transactions in the forms of records.

sentenced records covered by a PROV approved Retention and Disposal Authority.
transfer * (custody) Change of custody, ownership, and/or responsibility for records.
transfer * (movement) Moving records from one location to another.

unit number refers to the number of containers in which the records or items are housed

unsentenced records not covered by a PROV approved Retention and Disposal Authority.

*Australian Standard AS ISO 15489.1 term
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Appendix A. Sample forms

Explanation of Terms
Term

Entry No.

PROS No.
Disposal Schedule Class No.

Retention period
Date records due for destruction

Brief description of records

Date range
Record format
Unit type
Number of units

Quantity in shelf metres

Is there a contents list

Public Record Office Victoria

Explanation

A running list of numbers beginning 1, 2, 3,

(one number allocated for each group of
records proposed for transfer)

The Retention and Disposal Authority
number, which covers the group of records
entered.

The class number or function reference
number listed in the Retention and Disposal
Authority.

The number of years these records must be
retained.

The date after which these records may be
destroyed.

It is important to give a meaningful
description as not enough detail here may
result in delaying the transfer while PROV
requests further information.

The date range covered by the records.
Files, volumes, microform, etc
A1 box, arkie box, etc

Total number of units for each group of
records proposed for transfer

Total length in metres of the records
proposed for transfer

Yes/No — Include a sample page of the list
where possible.

October 2009
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AW | Application to Transfer PRO 31
IESSE8 | (sentenced temporary records) APROSS

a‘

I

Name and address of

Public Office:
Postcode:
Contact Officer: Tel: Fax:
APROSS Supplier:
APROSS Contact:
Tel: Fax:
Address where records will be stored: Postcode
Entry | PROS | Disposal | Retention Due for Brief description of records Date Record Unit Number | Quantity | Is there
No. No.: | Schedule period destruction range format Type of units | in shelf a
1,2,3 class no. metres | contents
list
Head of Public Office / /
or Delegated Officer - or -
Storage Supplier
Signature & Print Name Date
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Application to Transfer
(sentenced temporary records)

PRO 31
APROSS

Continuation Sheet

Entry | PROS | Disposal | Retention Due for Brief description of records Date Record | Unit | Number | Quantity | Is there

No. No.: | Schedule period destruction range format | Type | of units | in shelf a

1,2,3 class no. metres | contents
list

Head of Public Office / /

or Delegated Officer - or -

Storage Supplier

Signature & Print Name Date

Public Record Office Victoria

October 2009
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Application to Transfer PRO 32
(unsentenced records) APROSS

Name and address
of Public Office:

Postcode:
Contact Officer: Tel: Fax:
APROSS Supplier:
APROSS Contact:
Tel: Fax:
Address where records Postcode:
will be stored:
Entry | Description of UNSENTENCED Records Date Range Storage Record Quantity
No. type format in shelf
1,2,3 metres
Head of Public Office / /
or Delegated Officer — or —
Storage Supplier
Signature & Print Name Date

Public Record Office Victoria October 2009
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Application to Transfer

PRO 32

(unsentenced records) APROSS
Continuation Sheet
Entry | Description of UNSENTENCED Records Date Range Storage Record Quantity
No. type format in shelf
1,2,3 metres
Head of Public Office / /

or Delegated Officer — or —
Storage Supplier

Signature & Print Name

Date

Public Record Office Victoria October 2009
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OFFICE VICTORIA

PRO 33
APROSS

Approval for transfer to an APROSS

APROSS No. /

Form(s) PRO 31

Form(s) PRO 32

The transfer of records described is hereby
approved

Print name:
Standards & Assessment Officer
Date: / /

Public Record Office Victoria October 2009
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Name of company =
Address of proposed APROSS site = ..o
Contact person
Contact details phone/mobile .
Email address 0000

The proposed facility complies with the following Yes No

The building meets the required Building Code of Australia fire
resistance levels.

The facility will be solely used for the storage of records.

The facility will comply with the minimum standards determined by the
Keeper for the storage of public records.

The facility will have adequate insurance cover against loss or damage
to public records while in your custody.

The facility has a designated search room available for client staff
between 9am — 5pm week days.

The facility also proposes to hold public records in an electronic format.
i.e. Disks, tapes, cassettes etc (if yes go to next question)

The facility has a climate controlled vault that has temperature and
humidity control for the storage of electronic mediums.

In the event this facility is approved by the minister for the storage of public
records, | agree, as manager of this facility, to comply with these 10 conditions.

Signature

Print Name Date

Address return mail:

Standards & Assessment Officer
Public Record Office Victoria
PO Box 2100

North Melbourne

Victoria 3051

OR

Phone: 9348 5600
Email: assessment@prov.vic.gov.au

Public Record Office Victoria October 2009
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Approved Public Record Office Storage Supplier (APROSS)

Conditions

All APROSS facilities must meet the conditions listed below. Further information about the
conditions is outlined in section 7 [pages 7 - 9.]

An APROSS facility must:

1.

10.

Be a minimum 11/2-hour fire-isolated storage area that meets Building Code of
Australia (BCA) fire-resistance levels.

For single storey facilities, external walls are deemed to comply if not less than 3 metres
from an adjacent fire source. Internal walls will need to be 11/2-hour fire isolated. For
facilities of two storeys or more, the 11/2-hour fire requirement includes both horizontal
and vertical isolation.

Be used solely for the storage of records of the type approved in the instrument of
appointment.

Comply with minimum standards determined by the Keeper of Public Records relating
to fire and water damage prevention measures; security; preservation; and if vault
storage for microform, disks and tapes etc is also approved, climate control.

Be adequately insured against loss or damage of records in the APROSS's custody.

Receive notice of approval from the Keeper of Public Records before accepting each
new transfer of public records.

Provide a list of public records housed in the APROSS facility when requested by the
Keeper of Public Records.

Provide for each day of the year a 24-hour record identification, retrieval and delivery
service to the client agency.

Provide a search room facility for client staff on the APROSS’s premises between
9.00am and 5.00pm weekdays.

Provide facilities and assistance for PROV to inspect the public records free of charges
and return to PROV any records in an APROSS that PROV deems to be permanent.
Section 13(a) of the Act gives PROV the right to inspect the public records free of
charges.

Undertake the destruction of public records only with the authorisation of the Keeper of
Public Records as required by section 20 of the “Act” in accordance with standards
issued by the Keeper under Section 12 of the “Act”.

Public Record Office Victoria October 2009
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|‘ N AN Written Information Required for | PRO 38
PG Bleokp APROSS Approval APROSS

QFFICE VICTORIA

e Prior to any inspection taking place the Public Record Office Victoria requires information
regarding the following:

e A report demonstrating the facility complies with the Building Code of Australia in relation to the
fire resistance levels required for APROSS approval. (see condition 1)

e Type of security system

¢ [nformation required on the company that is monitoring the system:
11.  Contact name and phone number of monitoring company.
o Procedures regarding response to an alarm.

e Disaster Plan (copy of the plan).

e Insurance

12. Do you have Industrial Special Risk, i.e. Property Insurance?
Does it include records stored in your facility?
If so how much cover do you have?

13. Do your Public and Product Liability insurance policies cover goods whilst in your
care, custody and control?
If so, how much cover do you have?

e Receipt for any repairs to the roof over the last 12 months.

e Fire protection system and procedures regarding a response to an alarm.
e Receipts of rodent control / insect treatment.

e Complete the PRO39 form - APROSS Inspection Information.

Public Record Office Victoria October 2009
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!l‘!m A APROSS Inspection Information | PRO 39
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OFFICE VICTORIA

APROSS

SITE LOCATION:

COMPANY NAME:

CONTACT NAME:

BUILDING DETAILS: Owned Y/N Leased Y/N No of years remaining on lease:

If leased owner’s

details:

Age of building:

TYPE OF BUILDING:

Roof:

Walls Internal:

Walls External:

Floors:

Emergency exits:

Roller Doors:

Building Fittings:

Other:

RECORD STORAGE AREA:

Storage capacity: ar/boxes:

Water / Flood:

Public Record Office Victoria

October 2009

(Storage system)

pallet racking:

(Any repairs over the last 12
months)
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FIRE PROTECTION:
Smoke:
Thermal:

Sprinkler:

Hose reels:

Other:

FIRE RATINGS:

Walls:

Doors:

When was the last fire inspection?
BUILDING SECURITY:

STORAGE AREA SECURITY:

OFFICE AREA:

What services do you provide?

Type of insurance against loss
or damage of records while in
your custody:

Attached:
DISASTER PLAN:
Attached:
PEST CONTROL:
Attached:

27

(Electronic surveillance equipment, guards, perimeter

patrols, outside fences etc.)

Retrieval services - 24 hours/per /day?
An after hours service? Y/N
Delivery service to client agencies? Y/N

Separate viewing room? Y/N

Y/N

Yes / No

Yes / No

Yes / No

Please attach any relevant paperwork or receipts.

Public Record Office Victoria

October 2009
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To be completed only if seeking approval to store electronic media

VAULT STORAGE:

Type of vault:

Storage system:

Capacity:

Climate Control:

(Temperature & humidity)
FIRE PROTECTION:

Smoke:

Thermal:

Sprinkler:

Hose reels:

Other:

FIRE RATINGS:

Walls:

Doors:

Public Record Office Victoria October 2009



