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Who am I and how do I fit in at CoS?



Faculty of Edit this on the Slide Master The University of Adelaide

Let’s play Information Management Bingo

GDS 32
(Records of Relevance 

to the Royal 
Commission)

GDS 21
(approval to dispose of 

hardcopy source 
records)

GDS 20
(General Disposal 

Schedule)

Nap
(Normal Administrative 

Practice)
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The City of Salisbury is Relocating

• The Salisbury Community hub building will be a multi-storey building accommodating;
• Office space function areas
• Spaces open to the public as well as meeting rooms and utility areas. 

• Transitioning from a traditional working environment to a more contemporary agile way of working. 

• Current Practice
• All employees to have an allocated desk space with assigned immobile computers and equipment.  

• Future Practice
• Activity Based Working 
• All employees will be assigned with a laptop 
• Paperless intention

• What have we done to Transition Staff?
• To assist with understanding the operational model for a modern, mobile and flexible work environment the City of 

Salisbury has created a pilot space within its current office to test technology Options. 
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From This….
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To This….
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Getting my own house in order!!

• First things first
• What am I working with? - Infographic

• GDS 21 Accreditation 

• Ensure Guidelines are in place 

• Subject Index Classified
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No More Team Storage – Where’s all the 
paper going?

• Current Practice for Storage
• ECM (Official Document Management System)– Digital
• Network Drives (Unofficial) - Digital
• Information Management Compactus – Hard Copy
• Information Management Strong Room – Hard Copy Vital
• Offsite Storage – More Hard Copy
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I need more Information?
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And There We Have it!

But what about everyone else?
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First cab off the Rank – Inspectorate & 
Environmental Services

• Health check
• What did they have and where?

• Task Analysis
• A day in the life of an inspector

• Mobile inspections
• Digital vs Hardcopy

• Hardcopy
• What is an Original that requires capturing and storage
• What is a Copy that can be destroyed
• What is NAP
• No more hard copy

• Digital Documents
• ECM
• Pathway
• Network Drives
• Refined Processes

• Moving Forward..
• What is a corporate record cheat sheet
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What’s Next.....?

• Spread our Wings
• Low hanging fruit first – The obvious perp’s
• Business Partnering
• Health Checks

• What do they have and where?
• Task Analysis

• What do they do?
• Defined Business Processes

• Let’s not do this again
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Questions?
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