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AVETRA Record Retention:

1. AVETRA has 15 years of accumulated records, much of which is in hard copy from the early days of 1990s.

2. It is the intention of the executive to accumulate these documents from their current locations to the Secretariat and determine which documents should be kept.

3. Additionally this policy also lays down plans about how the AVETRA records should be secured in the future.

AVETRA Record Retention:

In common with all voluntary organisations the management ofAVETRA, the secretariat roles, and the electronic and hard copy documents have all been passed from hand to hand for more than a decade.

Fortunately, the enthusiasm of all associated with the management of AVETRA has resulted in a continuing and thriving association, with new initiatives being developed annually. However the association needs a clear policy on record retention and disposal, especially as the period covered by AVETRA’s existence marks the move from a world of hard copy and postage, to electronic records and websites.

We currently have a situation where material has been lost from the website during changes and we are often at the mercy of what past executive members have kept on their personal computers. What is required is an agreed system of who ensures, what we need to keep, in what form, and for how long.

The executive therefore proposes the following policy for the retention, storage and disposal of AVETRA documents.

Policy for the Retention, Storage and Disposal of AVETRA documents

1. The AVETRA President shall review this policy annually and ensure that executive members, the Secretariat, and the conference committee are briefed annually of their responsibilities.

2. The AVETRA President will ensure that resources are made available in the budget for storage of AVETRA documents. Hard copy records that are to be retained will be stored by the Secretariat. Electronic records will be sent to the Secretariat for AVETRA (currently the Australian Professional Centre, Crows Nest) who will hold the hard disc storage device. 

3. The AVETRA president will ensure that documents stored electronically are passed on formally to the incoming President. This will include all documents stored by the secretariat and those held personally by the President that concern correspondence, minutes, policies and draft of working documents from the previous 2 years of executive activity.

4. The AVETRA President will organise the transport of existing hard copy documents to the secretariat and the sorting of the documents into those to be retained, those to be digitised, and those disposed

5. The AVETRA President will identify a suitable local company for the digitisation of hard copy records where this is necessary, and the disposal of all other hard copy records.

6. The Treasurer and Public Policy Officer will ensure that the financial and association records required by law and statute are appropriately retained and passed on to the next officer of the association.

7. The following table indicates the responsibility for storage and retention of documents:

	Documents
	Form
	Frequency

of back-up
	Time held
	Responsibility

	Financial records
	E
	6 months
	
	Treasurer

	Membership records
	E
	6 months
	
	Secretariat

	AGM records
	E
	Annually
	
	Secretary

	Correspondence
	E
	Annually
	
	President/Secretariat

	Conference records
	E
	Annually
	
	Secretariat

	Conference program
	HC
	Annually
	
	Secretariat

	Website materials
	E
	6 months
	
	Secretariat

	Website structure
	E
	6 months
	
	Secretariat

	Executive minutes
	E
	Annually
	
	President

	Executive policies
	E
	Annually
	
	President

	Executive working D.
	E
	Annually
	
	President

	Budgets
	E
	Annually
	
	President

	MoUs
	E
	Annually
	
	President

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


   8.   All furture records will be stored electronically except for a single copy of each year’s conference programme and artifacts deemed by the President as essential to AVETRA history.
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