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It is essential that records are kept for retention periods that meet business requirements and the expectations of clients and the community. Retention periods are defined in Retention and Disposal Authorities (RDAs) which are published on the Public Record Office Victoria (PROV) website. 
RDAs are Public Record Office Standards (PROS) that determine the minimum time-frames for which records must be kept before they may be legally destroyed. The Authorities also identify those records which require permanent preservation at the State Archives. 
[bookmark: _Toc432409046][bookmark: _Toc13045655]Using this guide
Funded organisations are obliged to keep records secure and accessible for the retention periods specified in RDAs. This guide is intended to support organisations to identify which RDA and specific retention classes apply to their records. The tables on the following pages map different types of records created by funded organisations to the applicable RDAs and retention classes. 
1. Use the tables to locate the record type created in your organisation.
2. Click on the hyperlinked PROS number to view the complete version of the relevant RDA on the PROV website. 
3. Locate the relevant class number within the RDA to determine the disposal action for that record type i.e. the period of time the record type needs to be retained before it can be legally destroyed.
i) where a broad class number is provided (for example.3.0.0 or 3.1.0) you must select the appropriate sub class (for example 3.1.1) to identify the disposal action. 
ii) If more than one class number is provided, read the record descriptions in the relevant RDAs before selecting the most appropriate action. 
The diagram below illustrates how RDA class numbers are structured, using an example from PROS 08/13 RDA for Records of the Disability Services Functions. 
Please note: Copies of Incident Reports lodged with Department of Health and Human Services are to be retained by the funded organisation on the relevant staff or client file.
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The documents below are available to download from the PROV website. https://prov.vic.gov.au/recordkeeping-government/standards-policies-rdas
	PROS 02/01
	General Retention & Disposal Authority for the Records for Higher and Further Education Institutions

	PROS 07/01
	General Retention & Disposal Authority for Records of Common Administrative Functions

	PROS 08/12
	Retention & Disposal Authority for Records of Child Protection & Family Services

	PROS 08/13
	Retention & Disposal Authority for Records of the Disability Services Function

	PROS 08/14
	Retention & Disposal Authority for Records of the Housing Function

	PROS 08/16
	Retention & Disposal Authority for Records of the Youth Services and Youth Justice Functions

	PROS 09/05
	Retention and Disposal Authority for Records of Local Government Functions

	PROS 09/09
	Retention and Disposal Authority for Records of Mental Health, Alcohol and Drugs Service Functions

	PROS 09/10
	Retention and Disposal Authority for Records of the Aged Care Function

	PROS 10/08
	Retention and Disposal Authority for Records of Ambulance Services Functions

	PROS 10/14
	Retention & Disposal Authority for Records of Victoria Police

	PROS 11/06
	Retention & Disposal Authority for Patient Information Records

	PROS 12/05
	Retention & Disposal Authority for Records of Statewide Health Services
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· PROS 09/10 Retention and Disposal Authority for Records of the Aged Care Function
· PROS 07/01 General Retention & Disposal Authority for Records of Common Administrative Functions 

	Record Type - Ageing, Aged and Home Care
	Retention and Disposal Authority
	Class Number/s

	Aged Care - Client admission, including the collection of relevant personal details, medical information and/or client history
	PROS 09/10 
	1.1.3
1.2.7

	Aged Care - Client registration

	PROS 09/10 
	1.1.3
1.2.6
1.2.7

	Aged Care - Completing service agreements with clients
	PROS 09/10 
	1.1.3
1.2.7

	Non Residential Aged Care Services - Assessment of applications for services (includes Aged Care Assessment Services ACAS) 
	PROS 09/10 
	1.1.0

	Non Residential Aged Care Services - Case management and planning 
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Services - Centre-based social/recreational programs

	PROS 09/10 
	1.1.3 (client participation)
5.2.2 (administration)

	Non Residential Aged Care Services - Domestic/housekeeping assistance
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Services - Meals in the home/ centre-based meals
	PROS 09/10 
	1.1.3 (client participation)
5.2.2 (administration)

	Non Residential Aged Care Services - Personal care in the home (bathing, dressing etc.) 
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Services - Property maintenance
	PROS 09/10 
	14.11.0

	Non Residential Aged Care Services - Visits in the home (social)

	PROS 09/10 
	1.1.3 (client participation)
5.2.2 (administration)

	Residential Aged Care Services - Assessment of applications for services (includes Aged Care Assessment Services (ACAS) - 
	PROS 09/10 
	1.2.0

	Non Residential Aged Care Health Services - Advice on aids and equipment
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Advice to family carers on health care of their loved one
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Basic home nursing care (no medical authorisations required)
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Case management and planning
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Complex home nursing care (medical authorisations required)
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Dietetics
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Occupational therapy
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Physiotherapy
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Podiatry
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Social Work
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Health Services - Speech pathology
	PROS 09/10 
	1.1.3

	Non Residential Aged Care Services - Call centre/information line
	PROS 09/10 
	5.2.2

	Non Residential Aged Care Services - Complaint management
	PROS 09/10 
	3.2.0

	Non Residential Aged Care Services - Personal alert program

	PROS 09/10 
	1.1.3 (client participation)
5.2.2 (administration)

	Non Residential Aged Care Services - Provision of aids and equipment (includes loans or purchases)
	PROS 09/10 
	1.1.3 (client participation)
5.2.2 (administration)

	Non Residential Aged Care Services - Respite care

	PROS 09/10 
	1.1.3 (client participation)
5.2.2 (administration)

	Non Residential Aged Care Services - Transport services (e.g. to a community centre, appointments, the shops, activities)
	PROS 09/10 
	1.1.3 (client participation)
5.2.2 (administration)

	Residential Aged Care Services - Case management, planning and review
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - High level care accommodation
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Supported living (low level care)
	PROS 09/10 
	1.2.0

	Aged Care Registration and Reporting - Application for Carer registration documentation
	PROS 09/10 
	2.1.2
2.1.3

	Aged Care Registration and Reporting - Application for Facility registration documentation
	PROS 09/10 
	2.1.2
2.1.3

	Aged Care Registration and Reporting - Application for Service Provider registration documentation
	PROS 09/10 
	2.1.2
2.1.3

	Aged Care Registration and Reporting - Certificates of registration (including registration type and any conditions of registration)
	PROS 09/10 
	2.1.2

	Aged Care Registration and Reporting - Performance monitoring and reporting (includes service delivery data)
	PROS 09/10 
	2.2.0

	Aged Care Registration and Reporting - Quality improvement reports (includes investigation documentation where performance or compliance requirements do not appear to have been met)

	PROS 09/10 
	2.2.0

	Aged Care Registration and Reporting - Renewals of registration
	PROS 09/10 
	2.1.2

	Aged Care Registration and Reporting - Supporting documentation for the registration process
	PROS 09/10 
	2.1.2
2.1.3

	Residential Aged Care Services - Allied health services
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Complaint Management
	PROS 09/10 
	3.2.0

	Residential Aged Care Services - Management of client finances (e.g. spending money for day to day purchases)
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Management of client possessions held in the facility
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Palliative/End of Life Care
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Provision of aids and equipment
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Respite care
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Social/recreational programs for residents
	PROS 09/10 
	1.2.0

	Residential Aged Care Services - Transportation (e.g. to appointments, the shops or external activities)
	PROS 09/10 
	1.2.0

	Support Services for Carers
	PROS 07/01 
or
	12.4.1

	
	PROS 09/05
	4.2.4


	Individual Financial Support Package Records 
	PROS 08/12
	7.1.1

	Brokerage fund applications
	PROS 09/05
	4.2.4

	Client Files for Accommodation Services
	PROS 08/14
	2.1.1

	Patient Transport Services Records
	PROS 10/08
or
	4.61
4.7.1

	
	PROS 07/01
	12.9.3 (employee attendance records)
12.9.4 (management of rosters)

	Advocacy Campaigns 
	PROS 07/01
	2.14.0
7.9.0

	Aged Care Facility Management - Facility/Land purchase/sale
	PROS 07/01
	14.2.0

	Aged Care Facility Management - Building construction & fit out
	PROS 07/01
	14.4.0 (Construction and renovation)
14.6.0 (fit-outs)

	Aged Care Facility Management - Building maintenance & repair
	PROS 07/01
	14.11.0

	Aged Care Facility Management - Grounds maintenance
	PROS 07/01
	14.11.0

	Aged Care Facility Management - Visitor registration 
	PROS 07/01
	2.18.3

	Visiting Service Records
	PROS 07/01
	12.9.3 (attendance records)
12.9.4 (management of rosters)

	Visiting Service Records – expense claims relating to visits. eg. travel or parking fees
	PROS 07/01
	5.1.1

	Aged Care Facility Management - Security
	PROS 07/01
	14.15.0

	Aged Care Facility Management - Emergency Management Plans
	PROS 07/01
	14.14.0

	Aged Care Facility Management - OHS inspections & audits
	PROS 07/01
	11.8.0
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· PROS 08/12 Retention and Disposal Authority Records of Child Protection & Family Services Functions
· PROS 07/01 General Retention & Disposal Authority of Common Administrative Functions

	Record Type - Child Protection and Family Services
	Retention and Disposal Authority
	Class Number/s

	Client Admission & Registration - Assessment of applications for services
	PROS 08/12
	1.1.0

	Client Admission & Registration - Receipt of referral for services (from DHS or another service provider)
	PROS 08/12
	1.1.0

	Client Admission & Registration - Client registration
	PROS 08/12
	1.2.0

	Client Admission & Registration - Client admission, including the collection of relevant personal details, medical information and/or client history (includes the details of any relevant court orders)
	PROS 08/12
	1.2.0

	Client Admission & Registration - Completing service agreements with clients
	PROS 08/12
	1.2.0

	Funded Child Protection Case Management Services - Case management (includes planning and reviewing the services to be delivered)
	PROS 08/12
	1.2.0

	Child Protection Case Management Services - Compilation of case histories
	PROS 08/12
	1.2.0

	Funded Child Protection Case Management Services - Referrals to other services (e.g. counselling, occupational therapy, medical or dental practitioner etc.)
	PROS 08/12
	1.2.0

	Child Protection Case Management Services - Requesting and receiving reports and assessments
	PROS 08/12
	1.2.0

	Child Protection Case Management Services – In-home monitoring of the child and family
	PROS 08/12
	1.2.0

	Child Protection Case Management Services - Incident management (for incidents that occur in a case management setting)
	PROS 08/12
	1.2.0

	Child Protection Case Management Services - Complaints & grievances (that relate to case management services)
	PROS 08/12
	1.2.0

	Child Protection Case Management Services - Provision of case management reports to DHS
	PROS 08/12
	1.2.0

	Child Protection Case Management Services - Maintenance of case information on CRIS
	PROS 08/12
	1.2.0

	Out of Home Care Services - Case management (includes planning and reviewing the services to be delivered)
	PROS 08/12
	1.2.0

	Out of Home Care Services - Kinship care placements
	PROS 08/12
	1.2.0

	Out of Home Care Services - Foster care placements
	PROS 08/12
	1.2.0

	Out of Home Care Services - Residential care placements general
	PROS 08/12
	1.2.0

	Out of Home Care Services - Residential care placements intermediate
	PROS 08/12
	1.2.0

	Out of Home Care Services - Residential care placements complex
	PROS 08/12
	1.2.0

	Out of Home Care Services - Voluntary care placements (includes respite care for families experiencing difficulties)
	PROS 08/12
	1.2.0

	Out of Home Care Services - Referrals to other services (e.g. medical or dental practitioner, counselling, occupational therapy etc.)
	PROS 08/12
	1.2.0

	Out of Home Care Services - Collection of 'Life Story' information and objects on behalf of a client
	PROS 08/12
	1.2.0

	Refugee Case Management

	PROS 09/05
	4.2.4

	Family Services
Please note: Also includes records from a range of services offered by providers of family services to families & individuals who are experiencing difficulties
	PROS 09/05
	4.2.4


	Child First Program
Please note: Includes records produced during the delivery of family services 
	PROS 09/05
	4.2.4 

	Family services records of the development and delivery of community education programs
	PROS 09/05
	4.5.2

	Out of Home Care Services - Incident management (for incidents that occur in an out of home care setting)



	PROS 08/12
	1.5.0

	Patient Transport Services
	PROS 10/08
or
	4.6.1 
4.7.1

	
	PROS 07/01

	12.9.3 (employee attendance records)
12.9.4 (management of rosters 

	Chaplaincy Services
	PROS 02/01
	13.3.0

	Shift Handover Reports and Briefings 
Please Note: That any notes relating to a specific client are also transcribed into the client case file for long term retention
	PROS 08/13
	3.5.3

	Program Establishment, Monitoring and Review 
	PROS 08/13
	7.2.0

	Records of the delivery and administration of programs
	PROS 08/13
	7.2.2

	Client Files for Accommodation Services
	PROS 08/14
	2.1.1

	Accredited Training Files
	PROS 10/08 
or 
	6.0.0

	
	PROS 10/14
	12.0.0


	Out of Home Care Services - Complaints & grievances (that relate to out of home care services)

	PROS 07/01
	2.3.0

	Advocacy Campaigns
	PROS 07/01 
	2.14.0
7.9.0

	Financial Assistance - Information on concessions, rebates, grants and other forms of monetary support
	PROS 08/12 
	7.1.0
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Disability Services
· PROS 08/13 Retention & Disposal Authority for Records of the Disability Services Function
· PROS 07/01 General Retention & Disposal Authority of Common Administrative Functions

	Record Type – Disability Services
	Retention and Disposal Authority 
	Class number/s

	Client Admission and Registration - Assessment of applications for services
	PROS 08/13
	1.1.0
1.2.0

	Client Admission and Registration – Client registration
	PROS 08/13
	1.2.0

	Client Admission and Registration - Client admission, including the collection of relevant personal details, medical information and/or client history
	PROS 08/13
	1.1.0
1.2.0

	Client Admission and Registration - Completing service agreements with clients
	PROS 08/13
	1.3.0

	Non Residential Client Services - Non-residential admissions
	PROS 08/13
	1.1.0

	Non Residential Client Services - Case management (includes planning and reviewing the services to be delivered)
	PROS 08/13
	2.1.0

	Non Residential Client Services - Diagnoses and treatment
	PROS 08/13
	2.1.0

	Non Residential Client Services - Specialist intervention programs, e.g. behaviour modification
	PROS 08/13
	2.1.1

	Non Residential Client Services - Home care services
	PROS 08/13
	2.1.2

	Non Residential Client Services - Provision of aids and equipment (includes loans and purchases)
	PROS 08/13
	2.1.2

	Non Residential Client Services - Skill/ability assessment
	PROS 08/13
	2.1.2

	Non Residential Client Services - Education/training programs
	PROS 08/13
	2.1.3

	Non Residential Client Services - Leisure/recreation programs
	PROS 08/13
	2.1.4

	Non Residential Client Services - Incident management (for incidents that occur in a non-residential setting)
	PROS 08/13
	5.1.0

	Non Residential Client Services - Complaints & grievances (that relate to non-residential services)

	PROS 08/13
	5.2.0

	Residential Client Services - Residential admissions
	PROS 08/13
	1.1.0
3.1.0

	Residential Client Services - General medical and health management
	PROS 08/13
	3.2.0

	Residential Client Services - Client finance and property/possessions management
	PROS 08/13
	3.4.1

	Residential Client Services - Specialist intervention programs e.g. behaviour modification
	PROS 08/13
	3.2.0

	Residential Client Services - Medication control and issue (includes pharmacy, and/or management of a secure room/safe for holding supplies, and/or issuing doses for delivery to clients etc.)
	PROS 08/13
	3.2.1

	Residential Client Services - Provision of aids and equipment (includes loans and purchases) 
	PROS 08/13
	3.2.3
3.5.3

	Residential Client Services - Staff observations, reports and shift handover briefings
	PROS 08/13
	3.5.3

	Residential Client Services - Education/training programs
	PROS 08/13
	2.1.3

	Residential Client Services - Leisure/recreation programs
	PROS 08/13
	2.1.4

	Residential Client Services - Incident management (for incidents that occur in a residential setting)
	PROS 08/13
	5.1.0

	Residential Client Services - Complaints & grievances (that relate to residential services)
	PROS 08/13
	5.2.0

	Residential Client Services - Emergency use of Restrictive Interventions
	PROS 08/13
	3.3.0

	Restrictive Interventions and Compulsory Treatment - Admissions
	PROS 08/13
	3.3.1

	Restrictive Interventions and Compulsory Treatment - Case management including planning and reviewing service delivery to a client
	PROS 08/13
	3.3.2

	Restrictive Interventions and Compulsory Treatment - Staff observations, reports and shift handover briefings
	PROS 08/13
	3.5.3

	Restrictive Interventions and Compulsory Treatment – Treatment Delivery Records
	PROS 08/13
	3.3.2

	Restrictive Interventions and Compulsory Treatment - Client movement and/or leave from the facility
	PROS 08/13
	3.3.3

	Individual Financial Support Package Records
	PROS 08/12
	7.1.1

	Brokerage fund applications
	PROS 09/05
	4.2.4

	Support Services for Carers
	PROS 07/01
or 
	12.4.1

	
	PROS 09/05
	4.2.4


	Client Files for Accommodation Services
	PROS 08/14
	2.1.1

	Patient Transport Services
	PROS 10/08
or
	4.6.1 
4.7.1

	
	PROS 07/01

	12.9.3 (employee attendance records)
12.9.4 (management of rosters)

	Restrictive Interventions and Compulsory Treatment - Visitor Registration
	PROS 07/01 
	2.18.3

	Restrictive Interventions and Compulsory Treatment - Authorised Officer appointment and registration
	PROS 08/13
	4.3.6

	Restrictive Interventions and Compulsory Treatment - Incident Management

	PROS 08/13
	5.1.0

	Restrictive Interventions and Compulsory Treatment - Inspection & Audit of Service
	PROS 08/13 
or
	4.2.4

	
	PROS 08/13
	4.4.1

	Restrictive Interventions and Compulsory Treatment - Receipt and Action of orders made by the Senior Practitioner
	PROS 08/13
	4.4.1

	Restrictive Interventions and Compulsory Treatment - Applying to VCAT for treatment plan reviews
	PROS 08/13
	3.3.2

	Restrictive Interventions and Compulsory Treatment - Notifications to the Public Advocate
	PROS 08/13
	3.3.2

	Restrictive Interventions and Compulsory Treatment - Medication control and issue (includes pharmacy, and/or management of a secure room/safe for holding supplies, and/or issuing doses for delivery to clients etc.)
	PROS 08/13
	3.3.2

	Residential Facility Management - Facility/Land purchase/sale
	PROS 07/01 
	14.2.0

	Residential Facility Management - Building construction & fit out
	PROS 07/01 
	14.4.0
14.6.0

	Residential Facility Management - Building maintenance & repair
	PROS 07/01 
	14.11.0

	Residential Facility Management - Grounds maintenance
	PROS 07/01 
	14.11.0

	Residential Facility Management - Visitor registration
	PROS 07/01 
	2.18.3

	Advocacy Campaigns 
	PROS 07/01 
	2.14.0
7.9.0

	Residential Facility Management – Security
	PROS 07/01 
	14.15.0

	Residential Facility Management - Emergency Management Plans
	PROS 07/01 
	14.14.0

	Residential Facility Management - OHS inspections & audits
	PROS 07/01 
	11.8.0

	Reporting - Collection of performance/compliance data
	PROS 08/13
	4.2.1

	Reporting - Internal audits of services
	PROS 08/13
	4.2.0

	Reporting - External audits of services
	PROS 08/13
	4.2.0

	Reporting - Quality assurance of services
	PROS 08/13
	4.2.0

	Reporting - Continuous improvement of services
	PROS 08/13
	4.2.0

	Training and Advisory Services - Development of training content/curriculum
	PROS 08/13
	6.1.1

	Training and Advisory Services - Delivery of training to other service organisations
	PROS 08/13
	6.1.2

	Training and Advisory Services - Delivery of training to clients and their families
	PROS 08/13
	6.1.2

	Training and Advisory Services - Delivery of training to the public
	PROS 08/13
	6.1.2

	Training and Advisory Services - Training evaluation and review
	PROS 08/13
	6.1.2

	Training and Advisory Services - Provision of advisory 'helpline' services to the public
	PROS 08/13
	6.2.0

	Training and Advisory Services - Customer/Client advisory services (includes advisory services provided to family members of clients)
	PROS 08/13
	6.2.0

	Training and Advisory Services - Expert case-based advice to other service organisations
	PROS 08/13
	6.2.0
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Empowering Individuals and Communities
· PROS 08/12 Retention and Disposal Authority Records of Child Protection & Family Services Functions 
· PROS 10/08 Retention and Disposal Authority for Records of Ambulance Function
· PROS 07/01 General Retention & Disposal Authority of Common Administrative Functions

	Record type – Empowering individuals and communities
	Retention and Disposal Authority
	Class Number/s

	Individual Financial Support Package Records
	PROS 08/12
	7.1.1

	Advocacy Campaigns 
	PROS 07/01 
	2.14.0
7.9.0

	Patient Transport Services
	PROS 07/01

	12.9.3 (employee attendance records)
12.9.4 (management of rosters)

	
	PROS 10/08

	4.61
4.7.1

	Accredited Training Files 
	PROS 10/08 
	6.0.0

	
	PROS 10/14
	12.0.0

	Brokerage Fund Applications
	PROS 09/05
	4.2.4
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[bookmark: _Toc13045661]Health Research
· PROS 12/05 Retention and Disposal Authority Record for Records of Statewide Health Services
· PROS 11/06 Retention and Disposal Authority for Patient Information Records
· PROS 07/01 General Retention & Disposal Authority of Common Administrative Functions

	Record Type – Health Research
	Retention and Disposal Authority
	Class Number/s

	Research Ethics Approval - Preparation of a detailed project proposal (including risk assessments)
	PROS 12/05 
	6.1.0

	Research Ethics Approval - Collation of background information and supporting documentation
	PROS 12/05 
	6.1.0

	Research Ethics Approval - Submission of an approval request
	PROS 12/05 
	6.1.0

	Research Ethics Approval - Communications between the approval committee and research group
	PROS 12/05 
	6.1.0

	Research Ethics Approval – Preparation and delivery of presentations to the approval committee
	PROS 12/05 
	6.1.0

	Research Ethics Approval - Submission of interim/annual project reports, including those required to retain/renew approval of an ongoing or long-term project
	PROS 12/05 
	6.1.0

	Research Ethics Approval – Submission of final project reports
	PROS 12/05 
	6.2.0

	Research Ethics Approval - Notification to the committee of any complaints received by participants in the research project
	PROS 12/05 
	3.3.0
4.3.0

	Research Ethics Approval – Notification to the committee of any adverse events occurring during the research project
	PROS 12/05 
	3.4.0

	Clinical Trials - Project proposals including supporting documentation
	PROS 12/05 
	6.1.0

	Clinical Trials – Project approvals
	PROS 12/05 
	6.1.0

	Clinical Trials – Project methodology/methodologies (including what data is to be collected and how)
	PROS 12/05 
	6.1.0

	Clinical Trials - Participant briefing documentation
	PROS 12/05 
	6.1.0

	Clinical Trials – Consent forms
	PROS 12/05 
	2.5.0

	Clinical Trials – Project reports (interim and final)
	PROS 12/05 
	6.2.0

	Clinical Trials – Agreements with other research groups
	PROS 07/01
	3.3.0

	Clinical Trials – Agreements with external organisations (including Government agencies and private companies that provide funding for the project)
	PROS 07/01
	3.3.0

	Clinical Trials – Collection of data/results
	PROS 12/05 
	6.2.0

	Clinical Trials - Data/result analysis and conclusions
	PROS 12/05 
	6.2.0

	Clinical Trials - Preparation of papers for publication in peer reviewed journals
	PROS 12/05 
	6.2.0

	Clinical Trials - Participant feedback and debriefing documentation
	PROS 12/05 
	6.1.0

	Trials - Referrals of participants to other services either during or after the conclusion of the research project
	PROS 12/05 
	6.1.0

	Clinical Trials - Complaints and their resolution

	PROS 12/05 
	3.3.0
4.3.0

	Clinical Trials - Adverse event documentation
	PROS 12/05 
	3.4.0

	Clinical Trials - Records of issues and risks that are identified during the project and their resolution.
	PROS 12/05 
	6.1.0

	Statistical Research - Project proposals including supporting documentation
	PROS 12/05 
	6.1.0

	Statistical Research - Project approvals
	PROS 12/05 
	6.1.0

	Statistical Research - Project methodology /methodologies (including what data is to be collected and how)
	PROS 12/05 
	6.1.0

	Statistical Research - Project reports (interim and final)
	PROS 12/05 
	6.1.0 
6.2.0

	Statistical Research - Agreements with data sources (agencies holding or collecting the data)
	PROS 07/01
	3.3.0

	Statistical Research - Agreements with external organisations (including Government agencies and private companies that provide funding for the project)
	PROS 07/01
	3.3.0

	Statistical Research - Collection of data/results
	PROS 12/05 
	6.2.0

	Statistical Research - Data/result analysis and conclusions
	PROS 12/05 
	6.2.0

	Statistical Research - Preparation of papers for publication in peer reviewed journals
	PROS 12/05 
	6.2.0

	Statistical Research - Complaints and their resolution
	PROS 12/05 
	3.3.0
4.3.0

	Statistical Research - Records of issues and risks that are identified during the project and their resolution
	PROS 12/05 
	3.4.0

	Advocacy Campaigns 
	PROS 07/01
	2.14.0
7.9.0
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Housing and Accommodation Function Services
· PROS 08/14 Retention and Disposal Authority for Records of the Housing Function
· PROS 07/01 General Retention & Disposal Authority for Records of Common Administrative Functions

	Record Type – Health Research
	Retention and Disposal Authority
	Class Number/s

	Client Admission and Registration - Assessment of applications for services
	PROS 08/14 
	2.1.0

	Client Admission and Registration - Client registration
	PROS 08/14 
	2.2.0

	Client Admission and Registration - Client admission, including the collection of relevant personal details, medical information and/or client history
	PROS 08/14 
	2.2.0

	Client Admission and Registration - Completing service agreements with clients
	PROS 08/14 
	2.2.0

	Client Accommodation Services - Case management and planning 
	PROS 08/14 
	2.2.0 (management of accommodation) 
5.2.1 (more broader life case management)

	Client Accommodation Services - Support and referrals (to other services)
	PROS 08/14 
	5.2.1

	Client Accommodation Services - Provision of information on available housing/accommodation services (includes websites and telephone services)
	PROS 07/01
	2.14.0

	Client Accommodation Services - Provision of information on current waiting list periods
	PROS 08/14 
	2.4.1

	Client Accommodation Services - Early Intervention programs (aimed at preventing homelessness.)
	PROS 08/14 
	2.2.0 (management of accommodation)
5.2.1 (more broader life case management)

	Client Accommodation Services - Medium or long term accommodation placement (within own organisation or with others)
	PROS 08/14 
	2.2.0

	Client Accommodation Services - Crisis or refuge accommodation
	PROS 08/14 
	2.2.0

	Client Accommodation Services - Provision of accommodation in properties managed by the organisation
	PROS 08/14 
	2.2.0

	Client Accommodation Services - Provision of accommodation in properties sourced by the organisation (e.g. motels)
	PROS 08/14 
	2.2.0

	Client Accommodation Services - Training clients to live independently via live-in mentors or lead tenant
	PROS 08/14 
	5.0.0

	Client Accommodation Services - Training clients to live independently via seminars, workshops, skill-based sessions etc.
	PROS 08/14 
	5.0.0

	Client Accommodation Services - Supported Accommodation & Assistance Program
	PROS 08/14 
	5.2.1

	Client Accommodation Services - Assessment of applications to pay rebated rent
	PROS 08/14 
	2.3.1

	Client Accommodation Services - Incident investigation and report
	PROS 08/14 
	6.1.0

	Client Accommodation Services - Complaint investigation and reporting
	PROS 08/14 
	6.2.0

	Property Management - Property construction (including planning and feasibility assessments)
	PROS 08/14 
	3.1.0

	Property Management - Property acquisition (including planning and feasibility assessments)
	PROS 08/14 
	3.1.0

	Property Management - Property disposal
	PROS 08/14 
	3.1.0

	Property Management - Property fit outs and renovation
	PROS 08/14 
	3.2.0

	Property Management - Market rent reviews
	PROS 08/14 
	3.5.1

	Property Management - Installation of equipment into properties
	PROS 08/14 
	3.3.0

	Property Management - Property maintenance
	PROS 08/14 
	3.4.0

	Property Management - Security and visitor management (e.g. for refuges)
	PROS 07/01
	14.15.0

	Property Management - Ongoing assessment of property condition
	PROS 08/14 
	3.5.2

	Property Management - Owner corporation participation
	PROS 08/14 
	3.5.3

	Reporting and Regulation - Registration with DHHS as Housing Association or Housing Provider
	PROS 08/14 
	4.1.0

	Reporting and Regulation - Reporting and other activities in compliance with registration or regulation
	PROS 08/14 
	4.2.0

	Reporting and Regulation - Reporting and other activities in compliance with service agreements or leases
	PROS 08/14 
	4.2.0

	Reporting and Regulation - Participation in annual regulatory reviews
	PROS 08/14 
	4.2.0

	Reporting and Regulation - Annual Reports
	PROS 08/14 
	4.2.0

	Reporting and Regulation - Data collection and reporting
	PROS 08/14 
	4.2.0

	Reporting and Regulation - Incident reporting
	PROS 08/14 
	6.1.0

	Reporting and Regulation - Complaint reporting
	PROS 08/14 
	6.2.0

	Advocacy Campaigns 
	PROS 07/01
	2.14.0
7.9.0

	Employment, Training and Financial Assistance - Case management and planning
	PROS 08/14 
	5.2.1

	Employment, Training and Financial Assistance - Provision of information to clients on available financial assistance (e.g. bond loans, utility concessions, rent assistance schemes etc.)
	PROS 07/01
or
	2.14.0

	
	PROS 08/14 
	5.1.1


	Employment, Training and Financial Assistance - Providing low or no interest loans to clients for accommodation related purposes (includes the purchase of furniture and white goods)
	PROS 08/14 
	5.1.0

	Employment, Training and Financial Assistance - Assisting clients apply for financial assistance from the State or Federal Governments, including registration with Centrelink, bond loans, rent rebates etc.
	PROS 08/14 
	5.1.1

	Employment, Training and Financial Assistance - Provision of training and/or employment opportunities to public housing tenants
	PROS 08/14 
	5.2.1

	Employment, Training and Financial Assistance - Development of training content/curriculum
	PROS 08/14 
	7.1.1

	Employment, Training and Financial Assistance - Delivery of training to other service organisations
	PROS 08/14 
	7.1.2

	Employment, Training and Financial Assistance - Delivery of training to clients and their families (e.g. in living independently, or in running a household)
	PROS 08/14 
	7.1.2

	Employment, Training and Financial Assistance - Training evaluation and review
	PROS 08/14 
	7.1.2
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Mental Health Alcohol and Drugs Services
· PROS 11/06 Retention and Disposal Authority for Patient Information Records 
· PROS 09/09 Retention and Disposal Authority for Records of Mental Health, Alcohol and Drugs Service Functions

	Record Type – Mental Health Alcohol and Drugs Services 

	Retention and Disposal Authority
	Class Number/s

	Client Admission and Registration - Patient or Client Assessment
	PROS 11/06 
	1.0.0

	Client Admission and Registration - Receipt of instruments authorising admission or movement of patients under the Mental Health Act
	PROS 11/06 
	1.3.2

	Client Admission and Registration - Patient or Client registration
	PROS 09/09 
	3.3.5

	Client Admission and Registration - Patient or Client admission, including the collection of relevant personal details, medical information and/or client history
	PROS 09/09
	1.3.2

	Patient Treatment and Services - Admitted Patient Treatment and Care
	PROS 11/06 
	2.2.1

	Patient Treatment and Services – Non-admitted Patient Care
	PROS 11/06 
	2.3.0

	Patient Treatment and Services - Diagnoses and Treatment
	PROS 11/06 
	3.0.0
2.2.1
2.3.1

	Patient Treatment and Services - Counselling
	PROS 11/06 
	2.3.1

	Patient Treatment and Services - Specialist intervention programs, e.g. behaviour modification
	PROS 11/06 
	2.5.3

	Patient Treatment and Services - Involuntary treatment
	PROS 11/06 
	2.5.2

	Patient Treatment and Services - Secondary Consultations and Advice
	PROS 11/06 
	2.6.0

	Patient Treatment and Services - Discharge of Patients
	PROS 11/06 
	5.1.2

	Patient Treatment and Services – Incident Management
	PROS 09/09 
	4.1.0

	Patient Treatment and Services – Complaints & Grievances

	PROS 09/09 
	4.2.0

	Statutory Reporting and Monitoring of Patients - Notifications of the use of patient seclusion, electroconvulsive therapy (ECT) or Temporary mechanical restraints
	PROS 11/06 
	2.5.2

	Statutory Reporting and Monitoring of Patients - Statement of rights provided to patients and/or their appointed representative
	PROS 11/06 
	4.5.1

	Statutory Reporting and Monitoring of Patients - Reporting the annual examination of general physical and mental health made of all involuntary mental health patients to the Chief Psychiatrist
	PROS 11/06 
	4.5.2

	Statutory Reporting and Monitoring of Patients - Community Visitor Reporting
	PROS 11/06 
	4.5.3 
4.5.4

	Statutory Reporting and Monitoring of Patients - Making Mental Health Review Board Applications
	PROS 11/06 
	4.7.1

	Statutory Reporting and Monitoring of Patients - Management of Patient Trust Accounts
	PROS 11/06 
	4.8.0

	Statutory Reporting and Monitoring of Patients - Annual examination of mental health patients as to mental and general health
	PROS 09/09  
or
	3.3.1

	
	PROS 11/06 
	4.5.2

	Statutory Reporting and Monitoring of Patients - Review of deaths of mental health patients
	PROS 09/09
	3.3.3
3.3.4

	Statutory Reporting and Monitoring of Patients - Systematic review of patient treatment plans and patient treatment at approved mental health services
	PROS 09/09 
	3.3.2

	Statutory Reporting and Monitoring of Patients - Discretionary review of the well-being and treatment of a patient based on the findings of a coronial report, complaint, etc.
	PROS 09/09 
	3.3.0

	Statutory Reporting and Monitoring of Patients - Applications to the Mental Health Review Board to review orders and to appeal Temporary determinations.
	PROS 11/06 
	4.7.1

	Program Development and Review - Development of program and service content
	PROS 09/09
	1.3.1

	Program Development and Review  - Establishment/implementation of programs/services
	PROS 09/09
	1.3.1

	Program Development and Review - Monitoring and review of programs/services
	PROS 09/09
	1.3.0

	Program Development and Review – De-identified individual client treatment and progress reporting for measuring the performance, usage and outcomes of services
	PROS 09/09 
	1.3.2
1.3.7
1.3.8

	Program Development and Review - Submission of data, survey responses and statistics for analysis
	PROS 09/09 
	1.3.2
1.3.7
1.3.8

	Program Administration and Delivery
	PROS 08/13
	7.2.2

	Brokerage fund applications
	PROS 09/05
	4.2.4

	Advocacy Campaigns 
	PROS 07/01
	2.14.0 
7.9.0

	Support Services for Carers
	PROS 07/01 
	12.4.1

	
	PROS 09/05
	4.2.4

	Chaplaincy Files
	PROS 02/01
	13.3.0

	Client Files for Accommodation Services
	PROS 08/14
	2.1.1

	Facility Management - Facility/Land purchase/sale
	PROS 07/01 
	14.2.0

	Facility Management - Building construction & fit out
	PROS 07/01
	14.4.0 
14.6.0

	Facility Management - Building maintenance & repair
	PROS 07/01
	14.11.0

	Facility Management – Grounds maintenance
	PROS 07/01
	14.11.0

	Facility Management – Security
	PROS 07/01
	14.15.0

	Facility Management Emergency Management Plans
	PROS 07/01
	14.14.0

	Facility Management OHS Inspections & Audits
	PROS 07/01
	11.8.0

	Facility Management - Sterilisation, cleaning and disinfection of reusable medical equipment
	PROS 11/06 
	7.1.0
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· PROS 11/06 Retention & Disposal Authority for Patient Information Records
· PROS 07/01 General Retention & Disposal Authority of Common Administrative Functions

	Record Type – Primary Health Services

	Retention and Disposal Authority
	Class Number/s

	Patient Assessment, Registration and Admission - Patient assessment
	PROS 11/06 
	1.1.0

	Patient Assessment, Registration and Admission - Patient registration, including the collection of personal details
	PROS 11/06 
	1.2.1

	Primary Health  Patient Assessment, Registration and Admission - Patient admission
	PROS 11/06 
	1.3.0

	Emergency department patient treatment and care
	PROS 11/06 
	2.1.0

	Admitted patient treatment and care
	PROS 11/06 
	2.2.0

	Patient Treatment and Care – Non-admitted patient treatment and care
	PROS 11/06 
	2.3.0

	Patient Treatment and Care – Assisted Reproductive Technology
	PROS 11/06 
	2.4.0

	Patient Treatment and Care - Secondary consultations and advice
	PROS 11/06 
	2.6.1

	Diagnostic and Testing Services - Pathology diagnostic services
	PROS 11/06 
	3.1.0

	Diagnostic and Testing Services – Non-pathological diagnostic procedures and tests
	PROS 11/06 
	3.2.0

	Statutory Reporting and Monitoring of Patients - Birth and death recording and notification
	PROS 11/06 
	4.1.0

	Statutory Reporting and Monitoring of Patients - Reporting of notifiable diseases
	PROS 11/06 
	4.2.1

	Statutory Reporting and Monitoring of Patients - Reporting of morbidity and mortality rates
	PROS 11/06 
	4.2.1

	Statutory Reporting and Monitoring of Patients - Reporting of suspected criminal activity
	PROS 11/06 
	4.3.1

	Discharging Patients and Post Care - Discharge of patients
	PROS 11/06 
	5.1.0

	Discharging Patients and Post Care - Post care arrangements and instructions for family carers
	PROS 11/06 
	5.1.0

	Discharging Patients and Post Care - Home visits to continue/monitor treatment/progress
	PROS 11/06 
	5.2.0

	Discharging Patients and Post Care - Loan of aids and equipment
	PROS 11/06 
	5.2.0

	Health Promotion Programs 
	PROS 12/05
	1.3.0

	Records of the delivery and administration of programs
	PROS 12/05
	1.3.2

	Advocacy Campaigns 
	PROS 07/01  
	2.14.0
7.9.0

	Hospital Facility Management - Facility/Land purchase/sale
	PROS 07/01  
	14.2.0

	Hospital Facility Management - Building construction & fit out
	PROS 07/01  
	14.4.0 (Construction and renovation)
14.6.0 (Fit-outs)

	Hospital Facility Management - Building maintenance & repair
	PROS 07/01  
	14.11.0

	Hospital Facility Management - Grounds maintenance
	PROS 07/01  
	14.11.0

	Hospital Facility Management - Visitor registration
	PROS 07/01  
	2.18.3

	Hospital Facility Management - Security
	PROS 07/01  
	14.15.0

	Hospital Facility Management - Emergency Management Plans
	PROS 07/01  
	14.14.0

	Hospital Facility Management – OHS inspections & audits
	PROS 07/01  
	11.8.0

	Hospital Facility Management – Sterilisation, cleaning and disinfection of reusable medical equipment
	PROS 11/06 
	7.1.0

	Hospital Facility Management – Sterilisation, cleaning and disinfection of operating theatres and other specialized areas of the hospital
	PROS 11/06 
	7.1.0

	Hospital Facility Management – Accommodation services for the immediate family of patients who do not reside locally
	PROS 07/01  
	14.10.0

	Brokerage Fund Applications
	PROS 09/05
	4.2.4



image1.jpeg




image3.png
Function
e..3.0.0

Activity
e.g.3.1.0

Record
description

e.g.3.11

Specific record types that require
the same disposal action. E.g

3.1.1 Records created at the

admission of a client into a

residential service

o Includes records relating to the
collection of a client's personal
details, emergency contact
details, appearance, likes
dislikes, etc.

Disposal action: Destroy when
administrative use has concluded




image2.jpeg
ORIA

State
Government




